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Section 1

Preparations:

1.1 Ovewiewof the PlaceStories System
1.2 PlaceStories Principles

1.3 Registering as a member

1.4 Installingthe software

1.5 Quick start exercise

© 00 N o g b

1.6 Storytelling tips

Overview- This sectioroutlines the PlaceStories systedetails creating an
account, downloading the software and some tips on digital storytelling.
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1.1 Overview of thePlaceStoriesSystem

Introduction

PlaceStories is a digital storytelling and communications system designed to meet the
communicationand reporting needs of community projects, networks and organisations.

PlaceStories consists of two main elements:

e Software-a Windows pogram that installs on a standard PC and provides simple
tools to manage digital media and create digital stories.

e Communities¢ customised sulnlomains ofwww.placestories.comvebsitethat
support publishing, ammunication, mapping and collaboration.

How it works

e Usersg new usergegisterand set up a password protected accounhey log in to
downloadandstart using the software. Registered users can join and participate in
multiple PlaceStories communities

e Storiesc stories combine text, audio and images. Each story is given a location and
appears as atory markeron the relevant project map.

o Projects¢ projects arecollections of stories. They enable groups of users to
communicate and work together. Ba@roject is given a location and appears as a
project markeron the relevant community map.

e Communitiesg arelarger groups of users from a particular sector or netwé&dch
Community has its own customised wsibte ¢ a subdomain of the main

PlaceStoris site.Each community also has nominated administrators responsible
for management and content moderation.

Managing AccessPrivate ¢ Projectg Public

Types ofUsers

e Normal User privileges to manage theown stories and projects.

¢ Region Administrabr ¢ privileges to manage stories and projects in a
particular region.

e Content Administratorc privileges to approve publishing of stories and
projects in a particular community.

o Community Administratorc privileges to manage all settings (including
user privileges and content approvals) in a particular license.
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1.2 PlaceStories Principles

A keep it simplec createaccessite andeasy to useools.
A stories are assets especially for rural communitiespeople, places, projects.

A communities are asds ¢ work with existing communities and nebrks ¢ support
storytelling and communications.

A local ownership¢ a database in the communityAll content created through
PlaceStories remains the copyright of the person (or peofii@} created it.
PlaceStogs users may decide never to publically publish the stories they have
created as they might be for personal use or within a familg SNE Ol Yy Wdzy LJdzo £ A & K ¢
their work at anytime from their own P@.is the responsibility of the story creator
to ensure all ontent (text, audio, images and documents) accords with the
copyright laws in their jurisdiction.

A web 2.0¢ Placestories integrates with a wide range of other web systems including
google maps, google eartfickr, skype, drupal

A sustainability¢ build localskills andcapacities and work througbartnerships.

A check all storie; all online publishing in PlaceStories passes through a series of
checks with local managers of a Community to ensure peoplepat#ishing
appropriate materials

A everything youneed - PlaceStories incorporates all the basic tools and features to
manage digital media, create and publish digital stories and prgjectd to
communicateon line In that sense our goal is that users do not have to rely on
other software and (as muchs possible) hardware. If you have a digital stills
camera (or even a mobile phone with a camera) and your PC has-fauiltin
microphone then you have all the hardware required to create stories and projects
with PlaceStories.
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1.3 Registering as &ser Yseriouin
Usernarme:
Registering automatically joins you to the main PlaceStories |
community and the Sandbox. If you registeia a sub Passyord:
domainyou will also be joined to thatenmunity. l:l
| Lngin |

In theUser loginselectJoin PlaceStories

» Join PlaceStories

You mustprovide:
e ausername Do User account
e apasswal
e an email address
You can also seledtom a drop down list anyther
communities that you would like to join.

You can also providether optional details - full name,
website, flickr account, postal addres&ype accountetc.
to enable other systerfeatures.

You also need to type the CAPTCHA code to verify your 8v zq ‘a
registration. :

What code i in the image?: *

Getting Started

Once you register you are taken to tetting Startedpage.You cardownload the
software andedit your useisettings. You can addformation about yourskillsand
experienceto shareand connect with other users in your communiti€ther users will be
ableto access the information you choose to make public

Location
» placestories user

You have the option of setting a location of e 7. ek e e
yourself as a user. Fill in thacalty details

(city, state, countryjo set a generaliser
location, or click onMy Map Location:o

select a more specifiocation using google
maps.Drag and drop the marker to zoom and
set your locationYou can also set or update
your location via the BteStories software.

Please note Google maps provides detailed
mapping informatiordown to the house lot.
Wedo notrecommend showinthe location

of yourprivate home, or sharing those details
through PlaceStories.

g i i T2 FERALARTS
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1.4 Installing thesoftware ¢ PlaceStories version 3.2

Once you have registered as a user ganlog in and download the PlaceStories software.
PlaceStories is a Windows program that runs on a stan8&dhe minimum recommended
spedfications are:

e  Windows XP or abev
e  Pentium 4 or abovevith 512 meg of ram.

Apple - There is currently no Mac version of PlaceStosefiware but you can runthe
softwareon a Mac with Intel processorsnningWindowsXP as an operating system its
own Bootcamppartition. Web functions are accessible across all standard browsers.

Downloads

Click thedownloadthe software button on the main PlaceStories
web page (or any of the sufiomains)and choose frontwo options:

e Fullinstall (with sample media) 41meg Please note We do not

o Cdzf Ayaldltt WiAlSIOmegsA(Kzd; recommenddownloading the
full install over a dial up

Please Note- If you have an earlier version of internet connection. Use the

PlaceStoriesiready installed you need to do a clean fdA t Ayaultt Wi

install of version 2.4 in a different location on your

KINR RNAOS® al |8 adNB &2dz R2yQd O2L8 208N) GKS
your existing work!

Installing PlaceStories

By default the program will install into thProgram Filesfolder on the C driveof your
Computer You can choose a differeimstall locationby using tie browse option.

Depending on your system the installer may also y®skto run a couple of other small
system uplate installers They will install a copy omsxml6.msi and flash player
ActiveX.msilf askedjust follow the prompts to run these installs

By default the installer will run PlaceStories at the end of the install process and will leave a
PlaceStories shortcut on your desp.

Backing up procedures

PlaceStories - Version 3.1.0 (build 765, beta) ¢

You can also make a full bagf copy of PlaceStories install from thpge [ | epot mep e

. . . . |
file menu in thesoftware. We recommend doing this on a regular | /1. S¥aosueDatabase
=4 } Entire Catalogue].\.

basis.The software will automatically make a backup copy of your| imagesrmme T <36 Teaties

ObGFt23dS FAtS SHOK 68812 AT [E2dzeRAYC Al e2d

SAE
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1.5 Quick StartExerciséel ¢ 10 steps tocreating your first story
Step 1 Select Storyfrom the media typeoptions across the top m
menu bar.
Step 2. Select theNewbutton at the bottom of the screen to 9L e ¢
create a new story. New  Edit Delete = Upload

Step 3 Give your story aame, clicknextto choose where to save
your new story. Select thstoriesfolder in the sample projectand

. . . . . ) Create Story :: Step 1 of 2
clickfinish. The name will appear in the first slide. Give a name ta your new story,

Step 4.TheStory Editingarea will launch. Thstory timeline

already has title andauthor screens added by defaulthe details

in these slides can be edited in ttiles area. Theimagesfrom the
sample projectare displayed in thenedia window. There are two
ways to add an image to the timeline. Double click on an image to
add it to the timeline oclick and holdanimage and drag into the
timeline. When the imag is positioned between two other images
an arrow appears. &easeto drop the image

It S e i
W gr—

Step 5. Keep adding images until you have a half a dozen or so in 3 l & ,‘
the timeline. Drag and drop images in the timeline to change the ;
order in which they appear. Use tlmdo/redo buttons if you want
to go back or forward a step.

Step 6. Select theaudio tab from themedia window. You will see
the sample audidoops. Double clickneto preview Click and drag
one of the audio loops into the area below the timeline.itSkv
from Narrationto Music Loopand seleciadd.

Step 7 PlaceStories uses sordefault settingsto present your
images and audio. Press tplay button to watch your story!

Step 8. Double click on one of the images in the timeline to open NS
the settings. Click in thecaptionswindow and type to add a caption | == ,
. . . . . tatloae 1% hag _—
to the image. Click on another image to add more capti&ight ——— -

click on an image and seles#t asdefault imageto set the

thumbnail image for your story. ]:.J “ m ﬂ -.

gt T g L T Y
Step 9.Select thditles tab fromthe media window: Click andlirag

atext screen into the timeline. Double click it and click in the s 7 %
window to type the text you want. Choose your own colours and | e icasmm— =

font size to suit. R mamens 8

Tewt Cbne Qv; g —v
Stepl0. PressSave Y R NB G dzNy G2 GKS O G| TFTdz8d "j“z'dzg;t f ass
thumbnal image of your new story. You can double click on this

4
image to open the story again in the editing area and continue B ﬂ [_T_J . B:S

to experiment with images, audio, titles and settings. sl o Armered
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1.6  Storytelling in PlaceStories 10 Tips and tricksto get you started

1. Keep it short

We encourage users treate stories between one and two minutkesg. This keepstories

small enough tadownload andview online over slow connectionResearchnto internet

useshows gopleviewing content onlindend to click away fter a couple of minutesAs a

rough guideif you are working from a written script, keep it to no more than 360 words

KFEEF | LI 3ISd 69@Sy &LISEF{AYy3T 1ljdzA Ot &Bachi KIF 4 Q& | f ¢
image/screen is on average five seconds lgagr 2 minute story will use 24 imagesou

will probably be surprised how much you can convey in a short story.

2. Stick to a single idea

2 KFEG A& @2dzNJ ad2NR Fo2dziK 52y QG GNB G2 GStf 2403
much better suited ® a series of short connected stori&ou can use PlaceStories to create

f2y3SN) LIASOSaE odzi 6S R2y Qi NBO2YYSYyR GNBAYy3a (2
burning those projects to a G@m or DVD, or presenting to an audience directly from the

software. If you are creating a longer project (like an oral history for example) we suggest

making a number of short stories that can either be viewed together (like chapters) or

individually if you just want to see part of the story.

3. 2 Kl 0 Qa @& 2 dzNJ-wvioids$, pldiufey d soldgdsk y

Most stories will include each of these three elements in one form or another, but it can
help to focus on one of them as a starting point. You might already have the basis of a story
script in a project application, lettesr newspaper article. In that case it might help to use
that text to record avoicetrack and this will help organise the order of your images.

Alternately, it might be &ingle image or aollection of photos that can provide the starting
point. Organisg these images in a logical order in the timeline and watching them play
through can help you decide if and where your story could use some text and voice over or
music. Also, you might have an audio interview or music track that provides the starting
point for sequencing your images and text.

4. Beginning, Middle and End

Every story needs all threehi§ might seem obvious but thinking about what they are in

your story can help you when organising your content. Remember thatb#éggnning

middleandend2 ¥ @2 dzNJ aidi2N® R2yQd lfglea KIF@S (G2 | LILISI |
work really well to start your story with the end (say the outcome of a project) and then go

back to explain how you got there.

5. Where, Who, What, When, How, Why

For example...
This is anothecommon way to organise your story, often used | aLy .2 yy% R22y 3> |/
journalists in constructing interviews and creating newspaper  (WHEREhe Landcare Group (MHO)
stories. If you are writing a script or getting a sequence of phot €liminated weeds from the headwater
order try answering these questions. Arrange all the text and Ofv\t,\i'tvr? ;r:uerg\gv;ﬁﬂ?r?pig??évgcvig)
photographghat answer these questiona this orderalong the improve the river flow(WHY3p £

PlaceStories timeline and then add your narration over the top.
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6. Voice power

Recording a voice track or narration for your story can add real value and impact. Not all
stories need a voicever or narraion butdone wellit providesan authenticity and depth

that connects with an audience in powerful ways. Everyone hates hearing their own voice
the first time aroundso new users often need a little encouragement to give it a go. But
after the first coupé of times it is becomes a lot easier. One trick that can help ease the
nervousness is to do a mini interview about the subject of the story with a partner.
Sometimes just explaining something to someone else really helps to get a good voice
recording foryour story. Remember is easy in PlaceStories to extract sectiohaudio

from alonger recording, so do not worry about getting the voice over perfect.

7. Showandtell

LiQa Slrae G2 20SN) SELX FAYy KAy Jalwaysdescibe | NB 06 SAy 3
what can already be seen in the pictures. Use silence. Try not to talk the whole time. Leave
a2YS WwalLl OS Q, mliskdiiexits tBll tHelst@dyi dzNB &

8. Missing picture®

If youfind youarea little short on images for your stolhere area couple of tips. Try

croppingyour imagedo get a close upr two, or try adding a text slide thelp connect the

visuals andill the gapsSome great Plac&@ies have been created from a single photo

scanned in at a high resolutiovioucouldalso beabletoli 1S I FS¢ WTFALf SN AYLl 3¢
everyday objects with a digital camera and bring them straight into the story. Generic

images like open doors, sky, sunrises, nature shots, close ups of cups of tea or animals will

often fit neatly into a story and atlanother dimension. You can also stretch the length of

time key images appeo help fill empty spaces.

9. Motion Sickness

¢KS RSTldzZA & STFSOG 2F GKS ad2NB aSdliAay3aa Aa | WK
situations it can get a bit muchifsome stories. Think about the meaning attached to the

movement. Sometimes drift in works well when the story is persimahey. Stories about

growth and development can work well using the drift out opti@ther times the still

images are the best wayf getting the message acrossis recommended that for logand

Text screengou should seledNoneas theMotion Effectin your timeline settings.

10. | 2dzQ@Slaugr.i G 2

A bit of humour in the right place can really help your story along. iQaptcan also add
another dimensiorto your story A relaxed voice will usually engage a viewer more than a
more formal speaker. Try writing your script as if you are writing a chatty postcard to a
friend.

PlaceStories 3.2ddrGuide
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Section 2

Managing media

2.1 Using the PleeStories catalogue creatingprojects 12
2.2 Working with images import, crop, effects 13
2.3 Working with audiag import, record voice, narration, extract 17
2.4 Working with documentg import, view, edit 21

Overview- This secthn details thecataloguing,media management functions and
editingtools in the PlaceStories software.
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2.1 Usingthe PlaceStories Catalogue

Managing Media and Projects

ThelLocal Catalogueas been designed as a digital media and project management tool. It
providesusers with a place to organise all the media they will use in creating stories and
projects in PlaceStories. The main types of digital mediimages audio anddocuments
Most of the common file formats are supported.

SR e At the top of the Catalogue, sadefaultGeneral

Fle Vew Map Help »  Foldershave been provided for storing general

/" Local Catalogue " media ltemgimages, audio, documentghat you
use in a number of different PlaceStories projects.
Sponsor§logos are a good exampler images

"_l: Fa Cat: {adai-d - P
=% maé general folders ‘ lf
J3 General
E= Generdl Documents |

43 Audio Loops TheHistory Folders at the bottom of theatalogue

lets you view the media you have added to the
catalogue recently. Th&earch Result®lder shows
the outcomes when yosearch the catalogue

Stories

4
t
1
4
i
!

m

¥ Images . .
g h T Adding Projects to the Catalogue
Stories

At the bottom of theCataloguas anAdd Project
button. This enable you to addew projectsto
organise your work. You can also sub-projectsas
your work grows. Within eagproject individual
folders are provided to manage tlmages, audio,
documentsandstoriesrelated to that project. You
can also customise yourgject further by adding
2dd project ‘}_3 your own new folders as required.

% % @

Add Project  Add Folder  Web Server

s?a(ch results
s

ST Al .
\ 1 Search R[ S hi_StorV ]
= | 4 History
{3 Last ours
7 Last Week

p\'e‘?qywm.ﬁm-w“ N fPA A B J
Using sample content

The full install of the PlaceStories software
includes sampleroject withmedia content to
help learn the software in théollowing §
sections The image files are froBlue Range
Stationin north Queensland. These are
provided for you to try the image catalogue and
editing areasThe audio files areopyright free
music loopghat will also be handy in creating
stories.From time to time ve will provide new 4 ~ =
loops and audi files to download and install - - ‘ ‘ﬂ - M H
from the PlaceStories website. We have creategd "

a simple sample story for you to practice with irfs === R

the story editing area. (L, 'Sl _ s

ad Thmy P or N '
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2.2 Working with Images

o EEEER o

A
N B i %

Image Catalogue

This section provides an overview of image Cataloge.

[ SGQa 62NJ 6AGK GKS AYI3ISa Ay | GKS al YL S {F2
selecting thamages folderin the sample projectn the Local

Catalogue You should see thumbnails of the twelve saenpl - e ’*
images The default view is a contact she&t which you can = Do o e

see thumbndiimages of each of the photos in the current | i SN o= e
image folder

1. Use the slider to increase or decrease the size of the @ =g e— g
thumbnails in the contact sheet. ﬁ

2. Use thetoggle button to changefrom a contact sheet viewo [2:: )
a preview mode with a single image featuraad a ticker tape -
below.
3. Use thesort button to change the order of the images. By @
default the images are sorted alphabetically by name)(a J
4. Use the search field to find images searching by name, & cewd> |
keywords, description or date added. ﬁ
5. Use thearrow at the far right hand side of the window to &
show or hide the imagimformation fields. .

6. Use thenameandkeywordsfields to edit and make changes i i
try clicking in thename field and changing it hit return to [""" °°"‘""'"°"‘§'

update and save your changes.
Image hformation fields

In addition to thisgeneral informationthe row oftabsunder the bottom of theinformation
field allows you to do some advanced cataloguing of your images. For each image you can
add details

sty g S
. General Info /Description Storles Map Location | Text Tags . Exif Data

e Description- type or paste in a detaitetext description for the image.
e Stories- see a list of the stories the selected image is used in.
e Map Locationg set the geographic location of an image (mages.

e Text Tagsg add additional information relating to an imager(image$ ¢ for
example the photographer, place taken, copyright, people photographéali can \
also provide the same detail for multiple images by firstly selecting the images, ™
typing the detail and clidng

e Exif datag view technical information about the image added as mesgadvhen the
image was imported into the software.

g

B _ PlaceStories 3.2ddrGuide
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Importing Images

1. Selectimagefrom the media typeoptions
across the top menu bar

2. Select theimport icon. LB
Import

Please notec you can also access the image [ inportix]

import function fromin thestory editing area g’

Select Import from dskXto bring in images from your computer photo library, or
external/USHdrive. This launches a wizard that takes you through the process step
by step:

e Step 1- You can seleabne orseveralimages from multiple places to import tgour
catalogue at the same time.

e Step 2¢ You can set a new name for the image/images to be YSSLIAyYy3 i
imported. If you set a newmamefor more than one image the original resolution is
names are given sequentiaihumber. recommended if you wan

02 ONRLI WKA

e Step 3¢ You can choose which project or otheragefolder in from the original, or if
your catalogue to put the images PlaceStories is being use

to look after your original

e Step 4¢ You can add éywords and a text description to help hi-resolution images.

catalogue your images.

e Step 5¢ You can choose to keep the master at its original resolutiecommended)r
convert to efficient size for use in the softvear

When Images are imported into PlaceStories a number of copies of the image are made to
be used in different parts of the software without having to do other compression and
resizing. At any stage in thimage import process you can select tHinish button and
PlaceStories software will use the default settings.

Twain Image Import

If you selectmport and thenAcquire from a Twain Source
you can bring images into PlaceStories directly frasoamner -
mobile phoneor other TWAIN devices. This candspecially J
useful if working with historical photos and documents. You
will need to have the scanner driver already installed on your
PC to make use of this featunéou can get some great results
scanning small photos at high resolution to get multiple
highlight images from aingle photo. Try using settings
between 600 and 1200 dpi. Some users have created whole
stories from a single historical photo.

Import From Disk, ..

PlaceStories 3.2ddrGuide
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Image Editing

You access th@mage editor either through theimage catalogueor the
story editing area. Highlight an imagén either area andight click select
edit image.

Alternatively,in yourimagecatalogue seledEdit “’*J

You can edit images as you would in other common photo editing programs.

e

Crop ¢:

You can create several images out ofeonigh resolution image by
cropping highlights and saving them @ew imagesin your catalogue.
You can select any area with the manual setting, or choose from som
standard imageformats like 4:3 (the proportions of the PlaceStories
viewer) or 16:9; a wide screen option.

Once you have outlined the new image area se@rop Imageand Save
as New.This new image will be added to your current image catalogue.

Local Camlogue
You can apply aumber ofeffects to your imagesThere are foutmage g
I [ IR
Effect Setso choosefrom. Select the effect that is right for your story. i —
e
When you have finished editing younage select: Save o5 New ..J.. N e

Right Click Options

Depending on where you are working there is a range of options when you right click on an
image

Image catalogue
Rght cick on an imagé thelocal cataloguewill give you a range of options.

¢ Move - move the selected image to another folder. —

e Delete- delete the selected image from this folder.

e Edit Image- the range oftoolsdetailed above.

e Reconvert from Master- If you have edited an image and
selected Save rather than Save as Newyou can select this
option to reconvert the image.

e Reconvert from Working Master Same asbovefor
the working master.

e Import - Import imagesas describedcabove.
e Go to Parent Folder Slect the image and click this option will take you to the folder
where the image is located.

PLACESTORIES PlaceStories 3.2ddrGuide Fo
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Image catalogue irstory editing area
Right click on an image in the story editing area will give yather range of options.

e Sort by-allows you to sd the images by name or date added

e Add-add as the last image in your story timeline Sort By »
e Insert ¢ adds image to the space next to the selected space in | #d

the timeline. ;":;’;e
e Replace- replaces the imagein the selected positioin your fd Yot

story timeline with the dected image. e
» Add to Start- add as the first image in your story timeline. S
e Edit- givesyou the range of options as detailed in Image Editing. Cobo Parert Folder... o
e Import from Disk- imports images s describe@d@bove Cancel

e Import from Twain- imports images & describd above.
e Coto Parent Folder takesyou o the folder where the image liscated.

There are also other options when you right click on an image in the story timeline which are
dealt with inCreating and Editing Stories

PLACESTORIES PlaceStories 3.2ddrGuide Fo



17

2.3

Working with Audio

Audio Catalogue

This section provides an overview of the main functions inAdio CatalogueMany of the
functions are similar tehose detailed irthe Image Catalogue

Start by selecting thaudio folderin the sample projectin the Local CatalogueYou should
see the list of sample audio loops provided with the software. You can preview these files
with the audio player.

TheMaster button (bottom right) toggles betweerplayback of the
different compressedversions of the audio file@master, dvd, low
web). Low web is the version that is uploaded for web published
stories.

The headphone button (bottom right) lets you choose the audio output
(headphones, speakers)Viake sure you select your headset before
recording.

Use thesort button to change the order ofthe audio files. By default the (=)
audio files are sortedlphabeticallyby name (az).

Use the search field to find audio files searching bgame, keywords,

description narration or date added. Qﬁ

Audio Information Fields

Use thearrow at the far righthand side of the window to show or hide the Ej_
audioinformation fields.

You can use themame and keywordsfields to edit and make changestry { * [Pog under fonce]
clicking in thenamefield and changing i hit return to update andsaveyour ‘6
changes.

In addition to thegeneral informationthe row oftabsunder the bottom of theinformation
fields allow you to do some advanced cataloguing of your audio. For each audio file you can
add details

General Info /Description 'Stories Map Location  Text Tags /Exf Daka

Description- type or paste in a detailed text description for the audio.
¢ Narration - if you typed a narration script you can access and edit it.
e Stories- see a list of stoés the selected audio is used in.

e Map Locationg set the geographic location of an audio filesfiks).

¢ Text Tagg add additional information relatingp anaudio file (orfiles) ¢ for example,
the performer, speaker and composer You can also provide the same detail for
multiple audio files by firstly selecting the audio files, typing the detailciciling

PLACESTORIES
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Importing Audio

1. SelectAudio from the media typeoptions
across the top menu bar.

2. Select thdémport icon. LB
Import

Please noteg you can also access the audio

import function from in thestory editing area -

For both optiondmport will bring in audio files from your existing computer audio lilgrar
from a digital voice recorder or USB MP3 device. This launches a wizard that takes you
through the process step by step:

e Step 1- You can select multiple audio files from multiple places to import to your
catalogue at the same time.

e Step 2¢ You carset a new name for the audio file§ you set a nevnamefor
more than oneaudio filethe names are givensequential number.

e Step 3¢ You can choose which project or other folder in your catalogue to put the
audio files.

e Step 4¢ You can add keyworasd a text description to help catalogue your
audio files.

e Step 5¢ You can choose to keep the master at its original resolution or convert to
efficient size for use in the software

At any stage in the audio import process you can selecffitlish button and PlaceStories
software will use the default settings to complete the operation.

Audio Recording

Voice recording in thAudio Catalogue

Please note; if you are using a USB headset to record voice please save your work,
close thePlaceStoriesditware and plug theJSBheadset before you restattie
program This ensures the software knows the headset is available to use.

SelectAudio from the media typeoptions across the top [ sy [ imoge  [IENEI oocumen: |
A

menu bar

Select therecordiconto launch the record audio wizard.

You can also access th@ice recordingvizard from the
record button in the story editing area.

e Click m microphone iconand select the microphone
source you are using.

e (Checkyour audio recordindevelswith a short test ﬁ: _
recording before trying a & recording. Hie ==
PlaceStories 3.2ddrGuide @‘
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e Press the redecordstart/stop button to start

recording. (It changes from circle to a red TP A I S o ¥

square)
% / recordeg ‘!
¢ Speak into the microphone and prebse red =g ? o
button again tostop the recording. This is the st for the nareation 106 My StOr '
- mipmseckion] &
. You ca fhis window and then recorc ~
e Press thaeview button to check youtest audio for your story. —
recording.

e Use the micophoneslider bar to adjust recording leviérequired Around75%is
generally a good level for voice recording with an audio headset.

Script- you can type or paste a script someprompts into the text field. Use thext size
buttons andthe scrolling tools to help manage longer scripts.

Now record narration following the process described above. Once you have finished:

Step 1¢ Selectnext to save the voice audio recordinthis will launch a wizard to save your
recording.

Step 2¢ Give your recording aame(e.g. narration 1).

Step 3¢ You can choose which project or other folder in your catalogue to put the audio
files. Then selecnext.

Step4 ¢ You can add keywords and a text description to help catalogue your recording.

Step5 ¢ You can choose to keep the master at its original format or convert to efficient size
for use in the software.

Audio Editingg extracting

You carextracta section of audio from file to use in your

story. SelectAudio from the media typeoptionsacross the top
menu bar and select the audio fileom which you want to ’
make an extractSelect theextracticon.

Making an extract is like cropping a photo in the
image editing area. You make an extracpbgssing
the play butto@ and whenyou get to the start
of the section you want to extract press th@ Extracting from "Acoustic Picking 04°
button, and at the end of the section press @
button.

Extract Audio :: Step 1 of §
Extract the required section of audio.

You make an extract by pressng the play button, and then at the start of the section
you want to extract, press the 5” button, and at the end of the section, pross the &*
button, You can kten o the extract by (reseing Tieview”, You can mark a new
extract by ressng "Cear”,

Llsten to the section you have selected by pressin
@ button. Repeat the process to adjust
your start andend points, or press Clear to start
over.

(™
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