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Preparations: 
 

1.1    Overview of the PlaceStories System     4 

1.2    PlaceStories Principles      5 

1.3    Registering as a member      6 

1.4    Installing the software      7 

1.5    Quick start exercise        8 

1.6   Storytelling tips        9 

 
 

Overview - This section outlines the PlaceStories system, details creating an 
account, downloading the software and some tips on digital storytelling.  
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1.1  Overview of the PlaceStories System 
 

Introduction  
 

PlaceStories is a digital storytelling and communications system designed to meet the 
communication and reporting needs of community projects, networks and organisations.  
 
PlaceStories consists of two main elements: 
 

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

 

 Communities  ς customised sub-domains of www.placestories.com website that 
support publishing, communication, mapping and collaboration.  

 

How it works 
 

 Users ς new users register and set up a password protected account. They log in to 
download and start using the software. Registered users can join and participate in 
multiple PlaceStories communities.  

 Stories ς stories combine text, audio and images. Each story is given a location and 
appears as a story marker on the relevant project map. 

 Projects ς projects are collections of stories. They enable groups of users to 
communicate and work together. Each Project is given a location and appears as a 
project marker on the relevant community map. 

 Communities ς are larger groups of users from a particular sector or network. Each 
Community has its own customised web-site ς a sub-domain of the main 
PlaceStories site. Each community also has nominated administrators responsible 
for management and content moderation.  

Managing Access - Private ς Project ς Public  

Types of Users 

 Normal User ς privileges to manage their own stories and projects. 
 

 Region Administrator ς privileges to manage stories and projects in a 
particular region.  

 

 Content Administrator ς privileges to approve publishing of stories and 
projects in a particular community.  

 

 Community Administrator ς privileges to manage all settings (including 
user privileges and content approvals) in a particular license.  

 

http://www.placestories.com/
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1.2  PlaceStories Principles 
 

Å keep it simple ς create accessible and easy to use tools.  

Å stories are assets ς especially for rural communities ς people, places, projects. 

Å communities are assets ς work with existing communities and networks ς support 
storytelling and communications.  

Å local ownership ς a database in the community. All content created through 
PlaceStories remains the copyright of the person (or people) that created it. 
PlaceStories users may decide never to publically publish the stories they have 
created as they might be for personal use or within a family. ¦ǎŜǊǎ Ŏŀƴ ΨǳƴǇǳōƭƛǎƘΩ 
their work at anytime from their own PC. It is the responsibility of the story creator 
to ensure all content (text, audio, images and documents) accords with the 
copyright laws in their jurisdiction.   

Å web 2.0 ς Placestories integrates with a wide range of other web systems including 
google maps, google earth, flickr, skype, drupal.  

Å sustainability ς build local skills and capacities and work through partnerships. 

Å check all stories ς all online publishing in PlaceStories passes through a series of 
checks with local managers of a Community to ensure people are publishing 
appropriate materials. 

Å everything you need - PlaceStories incorporates all the basic tools and features to 
manage digital media, create and publish digital stories and projects, and to 
communicate on line. In that sense our goal is that users do not have to rely on 
other software and (as much as possible) hardware. If you have a digital stills 
camera (or even a mobile phone with a camera) and your PC has an in-built 
microphone then you have all the hardware required to create stories and projects 
with PlaceStories.  
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1.3  Registering as a User  
 
Registering automatically joins you to the main PlaceStories 
community and the Sandbox. If you register via a sub-
domain you will also be joined to that community.  

In the User login select Join PlaceStories  

You must provide: 

 a username  

 a password  

 an email address 

You can also select from a drop down list any other 
communities that you would like to join.  

 
You can also provide other optional details - full name, 
website, flickr account, postal address, skype account etc. 
to enable other system features.  
 
You also need to type the CAPTCHA code to verify your 
registration.   
 

Getting Started  
 
Once you register you are taken to the Getting Started page. You can download the 
software and edit your user settings. You can add information about your skills and 
experience to share and connect with other users in your communities. Other users will be 
able to access the information you choose to make public.  
 

Location  
 
You have the option of setting a location of 
yourself as a user. Fill in the locality details 
(city, state, country) to set a general user 
location, or click on My Map Location to 
select a more specific location using google 
maps. Drag and drop the marker to zoom and 
set your location. You can also set or update 
your location via the PlaceStories software.  
 
 
 
 
Please note - Google maps provides detailed 
mapping information down to the house lot. 
We do not recommend showing the location 
of your private home, or sharing those details 
through PlaceStories.  
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1.4             Installing the software ς PlaceStories version 3.2.4 
 
Once you have registered as a user you can log in and download the PlaceStories software. 
PlaceStories is a Windows program that runs on a standard PC. The minimum recommended 
specifications are:  
 

 Windows XP or above.  

 Pentium 4 or above with 512 meg of ram.  
 
Apple - There is currently no Mac version of PlaceStories software but you can run the 
software on a Mac with Intel processors running Windows XP as an operating system on its 
own Bootcamp partition. Web functions are accessible across all standard browsers.  
  

Downloads  
 
Click the download the software button on the main PlaceStories  
web page (or any of the sub-domains) and choose from two options: 
 

 Full install (with sample media)  41meg 

 Cǳƭƭ ƛƴǎǘŀƭƭ ΨƭƛǘŜΩ όǿƛǘƘƻǳǘ ǎŀƳǇƭŜ ƳŜŘƛŀύ  19meg 
 
Please Note - If you have an earlier version of 
PlaceStories already installed you need to do a clean 
install of version 3.2.4 in a different location on your 
ƘŀǊŘ ŘǊƛǾŜΦ aŀƪŜ ǎǳǊŜ ȅƻǳ ŘƻƴΩǘ ŎƻǇȅ ƻǾŜǊ ǘƘŜ ǘƻǇ ƻŦ 
your existing work!  
  

Installing PlaceStories  
 
By default the program will install into the Program Files folder on the C drive of your 
Computer. You can choose a different install location by using the browse option.  
 
Depending on your system the installer may also ask you to run a couple of other small 
system update installers. They will install a copy of msxml6.msi and flash player 
ActiveX.msi. If asked, just 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 desktop.   
 

Backing up procedures  
 

You can also make a full back-up copy of PlaceStories install from the 
file menu in the software. We recommend doing this on a regular 
basis. The software will automatically make a backup copy of your 
ŎŀǘŀƭƻƎǳŜ ŦƛƭŜ ŜŀŎƘ ǿŜŜƪΣ ƛŦ ȅƻǳ ŘƻƴΩǘ Řƻ ƛǘ ȅƻǳǊǎŜƭŦΦ  

Please note - We do not 
recommend downloading the 

full install over a dial up 
internet connection. Use the 
Ŧǳƭƭ ƛƴǎǘŀƭƭ ΨƭƛǘŜΩ ƻǇǘƛƻƴ ƛƴǎǘŜŀŘΦ 

http://www.apple.com/macosx/features/bootcamp.html
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1.5   Quick Start Exercise 1 ς 10 steps to creating your first story  
 
Step 1.  Select Story from the media type options across the top 
menu bar. 
 
Step 2.  Select the New button at the bottom of the screen to 
create a new story. 
 
Step 3.  Give your story a name, click next to choose where to save 
your new story. Select the stories folder in the sample project and 
click finish. The name will appear in the first slide. 

  
Step 4. The Story Editing area will launch. The story timeline 
already has a title  and author screens added by default. The details 
in these slides can be edited in the titles area. The images from the 
sample project are displayed in the media window. There are two 
ways to add an image to the timeline. Double click on an image to 
add it to the timeline or click and hold an image and drag it into the 
timeline. When the image is positioned between two other images 
an arrow appears. Release to drop the image. 
 
Step 5.  Keep adding images until you have a half a dozen or so in 
the timeline. Drag and drop images in the timeline to change the 
order in which they appear. Use the undo/redo buttons if you want 
to go back or forward a step. 
 
Step 6.  Select the audio tab from the media window. You will see 
the sample audio loops. Double click one to preview. Click and drag 
one of the audio loops into the area below the timeline. Switch 
from Narration to Music Loop and select add. 
  
Step 7.  PlaceStories uses some default settings to present your 
images and audio. Press the play button to watch your story!  
 
Step 8.  Double click on one of the images in the timeline to open 
the settings. Click in the captions window and type to add a caption 
to the image. Click on another image to add more captions. Right 
click on an image and select set as default image to set the 
thumbnail image for your story.  
 
Step 9. Select the titles tab from the media window. Click and drag 
a text screen into the timeline. Double click on it and click in the 
window to type the text you want. Choose your own colours and 
font size to suit.  
 
Step 10.  Press Save ŀƴŘ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŎŀǘŀƭƻƎǳŜΦ ¸ƻǳΩƭƭ ǎŜŜ ŀ 
thumbnail image of your new story. You can double click on this 
image to open the story again in the editing area and continue 
to experiment with images, audio, titles and settings.  

 
 

undo/redo 
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1.6        Storytelling in PlaceStories ς 10 Tips and tricks to get you started 
 
1. Keep it short  
 
We encourage users to create stories between one and two minutes long. This keeps stories 
small enough to download and view online over slow connections. Research into internet 
use shows people viewing content online tend to click away after a couple of minutes. As a 
rough guide if you are working from a written script, keep it to no more than 360 wordsτ
ƘŀƭŦ ŀ ǇŀƎŜΦ ό9ǾŜƴ ǎǇŜŀƪƛƴƎ ǉǳƛŎƪƭȅΣ ǘƘŀǘΩǎ ŀƭƭ ȅƻǳ ƘŀǾŜ ǘƛƳŜ ǘƻ ǎŀȅ ƛƴ н ƳƛƴǳǘŜǎΦύ If each 
image/screen is on average five seconds long your 2 minute story will use 24 images. You 
will probably be surprised how much you can convey in a short story. 
 

2. Stick to a single idea  
 
²Ƙŀǘ ƛǎ ȅƻǳǊ ǎǘƻǊȅ ŀōƻǳǘΚ 5ƻƴΩǘ ǘǊȅ ǘƻ ǘŜƭƭ ƭƻǘǎ ƻŦ ǎǘƻǊƛŜǎ ƛƴ ǘƘŜ ƻƴŜ tƭŀŎŜ{ǘƻǊȅΦ ¢ƘŜ ǎȅǎǘŜƳ ƛǎ 
much better suited to a series of short connected stories. You can use PlaceStories to create 
ƭƻƴƎŜǊ ǇƛŜŎŜǎ ōǳǘ ǿŜ ŘƻƴΩǘ ǊŜŎƻƳƳŜƴŘ ǘǊȅƛƴƎ ǘƻ ǎƘŀǊŜ ǘƘŜƳ ƻƴƭƛƴŜΦ ¸ƻǳ ŀǊŜ ōŜǘǘŜǊ ƻŦŦ 
burning those projects to a CD-rom 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. ²ƘŀǘΩǎ ȅƻǳǊ ǎǘŀǊǘƛƴƎ Ǉƻƛƴt - words, pictures or sounds? 
 
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, letter or newspaper article. In that case it might help to use 
that text to record a voice track and this will help organise the order of your images.  
 
Alternately, it might be a single image or a collection of photos that can provide the starting 
point. Organising 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 three. This might seem obvious but thinking about what they are in 
your story can help you when organising your content. Remember that the beginning, 
middle and end ƻŦ ȅƻǳǊ ǎǘƻǊȅ ŘƻƴΩǘ ŀƭǿŀȅǎ ƘŀǾŜ ǘƻ ŀǇǇŜŀǊ ƛƴ ǘƘŀǘ ƻǊŘŜǊΦ {ƻƳŜǘƛƳŜǎ ƛǘ Ŏŀƴ 
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 
 
This is another common way to organise your story, often used by 
journalists in constructing interviews and creating newspaper 
stories. If you are writing a script or getting a sequence of photos in 
order try answering these questions. Arrange all the text and 
photographs that answer these questions in this order along the 
PlaceStories timeline and then add your narration over the top. 

For example... 
 άLƴ .ƻƴƴȅŘƻƻƴΣ /ŜƴǘǊŀƭ vǳŜŜƴǎƭŀƴŘ 

(WHERE) the Landcare Group X (WHO) 
eliminated weeds from the headwaters 
of two creeks (WHAT) in 2008 (WHEN) 

with a purpose-built ripper (HOW) to 
improve the river flow. (WHY)Φέ  
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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 voice-over or narration but done well it provides an authenticity and depth 
that connects with an audience in powerful ways. Everyone hates hearing their own voice 
the first time around, so new users often need a little encouragement to give it a go. But 
after the first couple 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 for your story. Remember it is easy in PlaceStories to extract sections of audio 
from a longer recording, so do not worry about getting the voice over perfect.  
 

7. Show and tell 
 
LǘΩǎ Ŝŀǎȅ ǘƻ ƻǾŜǊ ŜȄǇƭŀƛƴ ǘƘƛƴƎǎ ǘƘŀǘ ŀǊŜ ōŜƛƴƎ ǎƘƻǿƴ ƻƴ ǎŎǊŜŜƴΦ ¢Ǌȅ ƴƻǘ ǘƻ always describe 
what can already be seen in the pictures. Use silence. Try not to talk the whole time. Leave 
ǎƻƳŜ ΨǎǇŀŎŜΩ ŦƻǊ ǘƘŜ ǇƛŎǘǳǊŜǎ, music or text to tell the story.  
 

8. Missing pictures?  
 

If you find you are a little short on images for your story here are a couple of tips. Try 
cropping your images to get a close up or two, or try adding a text slide to help connect the 
visuals and fill the gaps. Some great PlaceStories have been created from a single photo 
scanned in at a high resolution. You could also be able to ǘŀƪŜ ŀ ŦŜǿ ΨŦƛƭƭŜǊΩ ƛƳŀƎŜǎ ƻŦ 
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 add another dimension. You can also stretch the length of 
time key images appear to help fill empty spaces. 
 

9. Motion Sickness 
 
¢ƘŜ ŘŜŦŀǳƭǘ ŜŦŦŜŎǘ ƻŦ ǘƘŜ ǎǘƻǊȅ ǎŜǘǘƛƴƎǎ ƛǎ ŀ ΨŘǊƛŦǘ ƛƴ ŘǊƛŦǘ ƻǳǘΩ ŀƴŘ ǿƘƛƭŜ ƛǘ ǿƻǊƪǎ ƛƴ ƭƻǘǎ ƻŦ 
situations it can get a bit much for some stories. Think about the meaning attached to the 
movement. Sometimes drift in works well when the story is personal journey. Stories about 
growth and development can work well using the drift out option. Other times the still 
images are the best way of getting the message across. It is recommended that for logos and 
Text screens you should select None as the Motion Effect in your timeline settings.  
 

10. ¸ƻǳΩǾŜ Ǝƻǘ ǘƻ laugh... 
 
A bit of humour in the right place can really help your story along. Captions can also add 
another dimension to 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.  
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Section 2 
 
Managing media: 
 
 

2.1   Using the PlaceStories catalogue ς creating projects    12 

2.2 Working with images ς import, crop, effects     13 

2.3 Working with audio ς import, record voice, narration, extract  17 

2.4 Working with documents ς import, view, edit    21 

 
 

Overview - This section details the cataloguing, media management functions and 
editing tools in the PlaceStories software.  
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2.1      Using the PlaceStories Catalogue  
 

Managing Media and Projects  
 

The Local Catalogue has been designed as a digital media and project management tool. It 
provides users with a place to organise all the media they will use in creating stories and 
projects in PlaceStories. The main types of digital media are images, audio and documents. 
Most of the common file formats are supported. 
 

At the top of the Catalogue, some default General 
Folders have been provided for storing general 
media Items (images, audio, documents) that you 
use in a number of different PlaceStories projects. 
SponsorsΩ logos are a good example for images.   
 
The History Folders at the bottom of the catalogue 
lets you view the media you have added to the 
catalogue recently. The Search Results folder shows 
the outcomes when you search the catalogue.  
 

Adding Projects to the Catalogue 
 
At the bottom of the Catalogue is an Add Project 
button. This enables you to add new projects to 
organise your work. You can also add sub-projects as 
your work grows. Within each project individual 
folders are provided to manage the images, audio, 
documents and stories related to that project. You 
can also customise your project further by adding 
your own new folders as required. 

 
 
 
 

 
Using sample content 
 
The full install of the PlaceStories software 
includes sample project with media content to 
help learn the software in the following 
sections. The image files are from Blue Range 
Station in north Queensland. These are 
provided for you to try the image catalogue and 
editing areas. The audio files are copyright free 
music loops that will also be handy in creating 
stories. From time to time we will provide new 
loops and audio files to download and install 
from the PlaceStories website. We have created 
a simple sample story for you to practice with in 
the story editing area.  
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2.2  Working with Images  
 

Image Catalogue  
 

This section provides an overview of the Image Catalogue. 
[ŜǘΩǎ ǿƻǊƪ ǿƛǘƘ ǘƘŜ ƛƳŀƎŜǎ ƛƴ ǘƘŜ ǎŀƳǇƭŜ ŦƻƭŘŜǊΦ {ǘŀǊǘ ōȅ 
selecting the images folder in the sample project in the Local 
Catalogue. You should see thumbnails of the twelve sample 
images. The default view is a contact sheet, in which you can 
see thumbnail images of each of the photos in the current 
image folder. 
 

1. Use the slider to increase or decrease the size of the 
thumbnails in the contact sheet. 

 
2. Use the toggle button to change from a contact sheet view to 

a preview mode with a single image featured and a ticker tape 
below.  

 
3. Use the sort button to change the order of the images. By 

default the images are sorted alphabetically by name (a-z).   
 

4. Use the search field to find images searching by name, 
keywords, description or date added. 

 
5. Use the arrow at the far right hand side of the window to 

show or hide the image information fields.  
 

6. Use the name and keywords fields to edit and make changes ς 
try clicking in the name field and changing it ς hit return to 
update and save your changes.  

 

Image information fields 
 
In addition to this general information the row of tabs under the bottom of the information 
field allows you to do some advanced cataloguing of your images. For each image you can 
add details: 
 
 
  

 Description - type or paste in a detailed text description for the image. 

 Stories - see a list of the stories the selected image is used in. 

 Map Location ς set the geographic location of an image (or images). 

 Text Tags ς add additional information relating to an image (or images) ς for 
example, the photographer, place taken, copyright, people photographed. You can 
also provide the same detail for multiple images by firstly selecting the images, 
typing the detail and clicking. 

 Exif data ς view technical information about the image added as meta data when the 
image was imported into the software. 
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Importing Images  
 

1. Select Image from the media type options 
across the top menu bar. 
 

2.  Select the import icon. 
 

Please note ς you can also access the image 
import function from in the story editing area. 

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

 Step 1 - You can select one or several images from multiple places to import to your 
catalogue at the same time.  
 

 Step 2 ς You can set a new name for the image/images to be 
imported. If you set a new name for more than one image the 
names are given a sequential number. 
 

 Step 3 ς You can choose which project or other image folder in 
your catalogue to put the images. 
 

 Step 4 ς You can add keywords and a text description to help 
catalogue your images. 
 

 Step 5 ς You can choose to keep the master at its original resolution (recommended) or 
convert to efficient size for use in the software. 

 
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 the image import process you can select the finish button and 
PlaceStories software will use the default settings.  

 

Twain Image Import 
 

If you select Import and then Acquire from a Twain Source, 
you can bring images into PlaceStories directly from a scanner, 
mobile phone or other TWAIN devices. This can be especially 
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 feature. You can get some great results 
scanning small photos at high resolution to get multiple 
highlight images from a single photo. Try using settings 
between 600 and 1200 dpi. Some users have created whole 
stories from a single historical photo.  
 

YŜŜǇƛƴƎ ǘƘŜ ƛƳŀƎŜΩǎ 
original resolution is 

recommended if you want 
ǘƻ ŎǊƻǇ ΨƘƛƎƘƭƛƎƘǘΩ ƛƳŀƎŜǎ 

from the original, or if 
PlaceStories is being used 
to look after your original 

 hi-resolution images. 
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Image Editing  
 
You access the image editor either through the image catalogue or the 
story editing area. Highlight an image in either area and right click, select 
edit image.  
 
Alternatively, in your image catalogue select Edit.  
 
You can edit images as you would in other common photo editing programs.  
 

Crop  
 
You can create several images out of one high resolution image by 
cropping highlights and saving them as new images in your catalogue. 
You can select any area with the manual setting, or choose from some 
standard image formats like 4:3 (the proportions of the PlaceStories 
viewer) or 16:9 ς a wide screen option. 
 
Once you have outlined the new image area select Crop Image and Save 
as New. This new image will be added to your current image catalogue.   
 
You can apply a number of effects to your images. There are four Image 
Effect Sets to choose from. Select the effect that is right for your story.  
 
When you have finished editing your image select:  
   

Right Click Options 
 

Depending on where you are working there is a range of options when you right click on an 
image.  
 
Image catalogue 
 
Right click on an image in the local catalogue will give you a range of options.  
 

 Move - move the selected image to another folder. 

 Delete - delete the selected image from this folder.  

 Edit Image - the range of tools detailed above. 

 Reconvert from Master - If you have edited an image and 

selected Save, rather than Save as New you can select this 

option to reconvert the image.  

 Reconvert from Working Master - Same as above for  

the working master. 

 Import - Import images as described above. 

 Go to Parent Folder - Select the image and click this option will take you to the folder 

where the image is located.  
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Image catalogue in story editing area  

 
Right click on an image in the story editing area will give you another range of options.  
 

 Sort by - allows you to sort the images by name or date added.  

 Add - add as the last image in your story timeline. 

 Insert ς adds image to the space next to the selected space in 

the timeline. 

 Replace - replaces the image in the selected position in your 

story timeline with the selected image. 

 Add to Start - add as the first image in your story timeline.  

 Edit - gives you the range of options as detailed in Image Editing.  

 Import from Disk - imports images as described above. 

 Import from Twain - imports images as described above. 

 Goto Parent Folder - takes you to the folder where the image is located.  

 
There are also other options when you right click on an image in the story timeline which are 
dealt with in Creating and Editing Stories.  
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2.3  Working with Audio  
 

Audio Catalogue  
 

This section provides an overview of the main functions in the Audio Catalogue. Many of the 
functions are similar to those detailed in the Image Catalogue.   
 
Start by selecting the audio folder in the sample project in the Local Catalogue. You should 
see the list of sample audio loops provided with the software. You can preview these files 
with the audio player. 
 
The Master button (bottom right) toggles between playback of the 
different compressed versions of the audio files (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). Make sure you select your headset before 
recording. 
 
Use the sort button to change the order of the audio files. By default the 
audio files are sorted alphabetically by name (a-z).   
 
Use the search field to find audio files searching by name, keywords, 
description, narration or date added. 
 

Audio Information Fields 
 
Use the arrow at the far right hand side of the window to show or hide the 
audio information fields.  
 
You can use the name and keywords fields to edit and make changes ς try 
clicking in the name field and changing it ς hit return to update and save your 
changes.  
 
In addition to the general information the row of tabs under the bottom of the information 
fields allow you to do some advanced cataloguing of your audio. For each audio file you can 
add details:  
 
 

 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. 

 Stories - see a list of stories the selected audio is used in. 

 Map Location ς set the geographic location of an audio files (or files). 

 Text Tags ς add additional information relating to an audio file (or files) ς 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 detail and clicking 
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Importing Audio  
 

1. Select Audio from the media type options 
across the top menu bar. 
 

2.  Select the import icon. 
 

Please note ς you can also access the audio 
import function from in the story editing area. 

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

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

 Step 2 ς You can set a new name for the audio files. If you set a new name for 
more than one audio file the names are given a sequential number. 
 

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

 Step 4 ς You can add keywords and a text description to help catalogue your 
audio files. 
 

 Step 5 ς 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 select the finish button and PlaceStories 
software will use the default settings to complete the operation. 
 

Audio Recording  
 
Voice recording in the Audio Catalogue.  

Please note ς if you are using a USB headset to record voice please save your work, 

close the PlaceStories software and plug the USB headset before you restart the 

program. This ensures the software knows the headset is available to use.  

Select Audio from the media type options across the top 

menu bar. 

Select the record icon to launch the record audio wizard. 

You can also access this voice recording wizard from the 

record button in the story editing area.  

 Click on microphone icon and select the microphone 
source you are using. 

 

 Check your audio recording levels with a short test 
recording before trying a real recording.  



19 

 

PlaceStories 3.2 User Guide 

 

 Press the red record start/stop button to start 
recording. (It changes from circle to a red 
square) 

 

 Speak into the microphone and press the red 
button again to stop the recording.  

 

 Press the review button to check your test 
recording. 

 

 Use the microphone slider bar to adjust recording level if required. Around 75% is 
generally a good level for voice recording with an audio headset.  

 
Script - you can type or paste a script or some prompts into the text field. Use the text size 
buttons and the scrolling tools to help manage longer scripts.   
 
Now record narration following the process described above. Once you have finished:  
 
Step 1 ς Select next to save the voice audio recording. This will launch a wizard to save your 
recording. 
 
Step 2 ς Give your recording a name (e.g. narration 1). 
 
Step 3 ς You can choose which project or other folder in your catalogue to put the audio 
files. Then select next. 
 
Step 4 ς You can add keywords and a text description to help catalogue your recording. 
 
Step 5 ς You can choose to keep the master at its original format or convert to efficient size 
for use in the software.  

 
Audio Editing ς extracting 
 
You can extract a section of audio from a file to use in your 
story. Select Audio from the media type options across the top 
menu bar and select the audio file from which you want to 
make an extract. Select the extract icon. 

Making an extract is like cropping a photo in the 
image editing area. You make an extract by pressing 
the play button,        and when you get to the start 
of the section you want to extract press the     
button, and at the end of the section press the       
button. 
 
Listen to the section you have selected by pressing 
the              button. Repeat the process to adjust 
your start and end points, or press              to start 
over. 
 




