


PODCAST
INSTRUCTIONS



STEP ONE:  CHECK OUT THE VOICE RECORDER
	The Broadcaster will check out the voice recorder before leaving school for the day by signing for it and having Mr. Barnard initial off on it.  Once the Broadcaster has the voice recorder, that person is responsible for it.  It is the student’s responsibility to return all technology without damage back to class at the specified time.  Any lost or damaged technology will result in the student who had the item checked out to be responsible for the full replacement cost.

STEP TWO:  WRITE A SUMMARY
	Before you can use the voice recorder, you must have a handwritten or typed copy of the information to be recorded.  THIS WILL BE SUBMITTED WHEN THE VOICE RECORDER IS CHECKED IN.  Use your notes taken in class as a reference.  Do not plagiarize content from the textbook or online.  Use your own words when writing your summary.  It should sound like you.  Remember that everybody and those online will hear your production.  
	Here is the general format for your summary:
· Introduction
· Who are you?
· What class and class period are you from?
· What is the day of the week and the date for which your production is a review of?
· Example:  “Hi!  This is Fred F.  from 4th Period Geometry bringing you the review of Geometry on Tuesday, September 3rd.” 
· Main Idea
· What was the main objective of the lesson?
· What is the importance of the idea?
· Example:  “The main objective of class was to learn to measure with a ruler both in centimeters and in inches.   It is important to be able to measure the length in both types of units as many things are made in our world today using standard units and a growing portion of the world uses the metric system.”
· Vocabulary
· Identify any key words used.
· Define the key words in an order that makes sense.
· Example:  “Some of the vocabulary used to measure length includes inches, feet, yards, millimeters, centimeters, and meters.  An inch is a customary unit of length stated in fractions with denominators in halves, fourths, eighths, and sixteenths.  The symbol for inches is a double quotation mark.  The symbol for feet is a single quotation mark.  12 inches = 1 foot while 3 feet = 1 yard.  A meter is the basic unit of length in the metric system.  100 centimeters equal 1 meter while 10 millimeters equal 1 centimeter.”
· 
Rules/Theorems
· State any important rules or theorems.
· Briefly describe how each can be used.
· Example:  “The basic rule in the metric system is that everything is based on 10s.  You have to know the prefixes to convert in the metric system.  To convert in the standard system, you have to memorize all the equivalencies.  If you do have to convert a smaller unit to a larger unit, divide.  To convert from a larger unit to a smaller unit, multiply.  9 cm = 90 mm because 1 cm = 10 mm and 9 x 10 = 90.  To convert 16 inches to feet, divide 16 by 12 since 1 ft = 12 in.  You would get 1  1/3 ft.”
· Helpful Tips (if any)
· Example:  “When converting in the metric system, you are just moving the decimal point.”
· Class Notes
· Was there a handout to pick up?
· Were there certain pages in the textbook to look at as a reference?
· Example:  “In class, we used a ruler to measure lengths on a handout.”
· Assessment (if any)
· Identify anything that was “assessed” in class.
· Are there any deadlines coming up?
· Example:  “In class, we did concept quiz #7 over lines, rays, and segments.  The unit project will be due on Monday, September 9th while the unit test will be on Tuesday, September 10th.  Any retakes of concept quizzes should be done before the upcoming unit test.”
Remember to keep all content and language appropriate.  Keep in mind that you will submit a written or electronic copy of your summary when you check in the voice recorder!

STEP THREE:  RECORD THE SUMMARY (USING THE VOICE RECORDER)
	Now that you have your copy ready, you are ready to become the Broadcaster.  Should you have any difficulty using the voice recorder, you can e-mail me at mbarnard@bpsne.org as I do check my school e-mail at home from time to time.  You may also want to contact any students who have already been through the process, including the Expert who is helping you tomorrow.  If you still aren’t able to record your summary, then come to school at 7:30 the next morning so I can help you record your summary by 7:45.
Find a quiet place so you can record and not be interrupted.  All the settings on the voice recorder are set to allow for the best recording.  DO NOT CHANGE ANY SETTINGS ON THE VOICE RECORDER AND DO NOT RUN THE BATTERIES DOWN.  Follow these instructions to use the voice recorder appropriately:
1. To turn on the voice recorder, slide the switch on the left side down that says HOLD.
2. In the top left corner of the display, folder A should be shown.  This is the folder that will contain your summary.
3. To record your summary, push the RECORD button on the right side once and speak clearly into the voice recorder.  Speak with energy and let your personality shine through!!!  When you have finished recording, push the STOP button on the right side.
4. To listen to what you have recorded, press the PLAY button on the right side.  You can adjust the volume using the + and – keys.  If you are satisfied with your recording, skip to Step 7.
5. If you are not satisfied with your recording and wish to delete it, just push the ERASE button on the front.  Then record your summary again.
6. If you wish to keep your recording but want to try it again to see if you can make it even better, follow Steps 3 and 4.  The display will show that you are on 02/02 which means you are on recording 2 of 2.  Toggle between recordings by using the LEFT or RIGHT DOUBLE ARROW buttons and delete the recordings you do not wish to use.
7. Turn off the voice recorder by sliding the HOLD button up.  Your work is saved and the display should go blank.
8. Place the voice recorder back in its case for transport back to school in the morning.

*BRING THE VOICE RECORDER, THESE INSTRUCTIONS, AND YOUR SUMMARY COPY BACK TO SCHOOL NO LATER THAN 7:45 A.M. THE FOLLOWING SCHOOL DAY!!!

When you arrive at school, there will be an Expert in the room to assist you.  Also the Apprentice (next person in line) will be there to watch and learn the process.  You will become the Expert to assist in the creation of the next mathematical production.

STEP FOUR:  UPLOAD THE SUMMARY FROM VOICE RECORDER TO COMPUTER
	To upload the summary, do the following:
1. Press the button on the back of the voice recorder that says RELEASE to detach the battery compartment.  
2. Now plug the USB part of the voice recorder into a USB port connected to the laptop computer.  “Remote” is displayed on the recorder if it is connected.
3. Double-click on My Computer.  The voice recorder will show up there.
4. Double-click on the icon that goes with the voice recorder.
5. A window will open displaying the folders from the voice recorder.
6. Your recording will show up in the folder titled DSS_FLDA.  Double-click on the folder to open it.
7. The file containing your summary may show up such as WS310020.  Left-click, hold, and drag the file shown into the folder on the Desktop titled Mathematical Productions.
8. Do not delete the file from either place.
9. Do not remove the voice recorder until the drive has stopped.
10. To remove the voice recorder, click the arrow in the lower right hand corner on the task bar.  Then click on Stop and Safely Remove Hardware.  
11. Remove the voice recorder and reattach the battery compartment.
12. Make sure the voice recorder is still off and put it back in its case.

STEP FIVE:  CONVERT YOUR SUMMARY TO AN MP3
	The summary you created is in WMA (Windows Media Audio) format and needs to be converted to an MP3 format to be used in Audacity.  To do this, you will briefly use software titled Any Audio Converter.  Follow these instructions:
1. Open the folder on the Desktop titled Mathematical Productions by double-clicking on it.
2. Once inside the folder, double-click on the Audio Converter icon.
3. Click on Add Media Files in the top left portion of the screen.
4. Locate your summary in the Desktop folder titled Mathematical Productions.  Remember that it shows up something like WS310020.  Open it.
5. Your summary now shows up in Audio Converter.  At the bottom of the screen, check the Output Profile and make sure it reads MP3.
6. At the top of the screen, click on Start Encoding.  When it is done, a screen will come up.  Click on Close.
7. Exit the Audio Converter software.  Your summary is now an MP3 format in a folder titled MP3 in the Mathematical Productions folder.

STEP SIX:CREATE YOUR MATHEMATICAL PRODUCTION
	You will be creating your production using a program called Audacity.  It is a sound-editing piece of software that has many capabilities.  How elaborate your production is will depend on how much time you have, how much you want to do, and how much your Expert can show you.  It is important to save in and use the folder on the Desktop titled Mathematical Productions.  Follow the directions below:
1. Open the folder on the Desktop titled Mathematical Productions by double-clicking on it if it is not already open.
2. Once inside the folder, double-click on the Audacity icon.
3. To move your summary into Audacity, click on Project, Import Audio.  Select your summary from the MP3 folder in the Mathematical Productions folder under the Desktop.  Remember that the filename looks something like WS310020.  Make sure you choose the file in the MP3 format or it will not open in Audacity.
[image: Audacity Import Audio Menu]
4.  Next you need to select your music.  You must now decide how elaborate you want to make your production.  Here are your options:
a. Introduction music only
b. Introduction and ending music only
c. Music (one piece or a combination of pieces) running from introduction to the end
5. To import music, again click on Project, Import Audio.  In the Mathematical Productions folder under the Desktop is a folder titled Music for Productions.  Some of the music is short (5 or 10 seconds in length) that can be used exclusively as introduction and ending music.  Some of the music is longer if you wish to run a piece of music in the background.  You can also pick a piece of music and split it for use at the beginning and at the end.  Import the music you wish to try.  You can easily delete it.
6. 
The toolbar in Audacity has some of the same features as most media players.  Remember this is sound-editing software.  Here are the main items you will use on the toolbar:
 (
Select a section
)

 (
Adjust track volume
)

[image: Audacity Menu Picture]
 (
Increase/Decrease Viewing Area
) (
Stop
)
 (
Move a section
)
 (
Play
)

7. Keep your introduction music where it is.  Move your summary ahead in the timeline.  Move your ending music to the end.  Use the Move icon on the toolbar to pull the necessary tracks.  Your screen may look like the following:
[image: Audacity Sample Picture]
8. It is a good idea to save a few times as you adjust.  Click on File and Save Project As.  Save the file underneath the Desktop and in the Mathematical Productions folder using your first name and last name’s initial along with the current date so it will appear as:  GeorgeW 9-12
[image: Audacity Save Project As Menu]
9. To continue to save your project, you only need to go to File and Save Project.
10. If you wish to delete any of your selected pieces of music, you can click on the X next to the individual title track.
11. Click on the Play icon on the toolbar to listen to your production thus far.
12. You can fade in or fade out the music so it doesn’t overwhelm your summary a few different ways.  One way to accomplish this is to use the Select icon on the toolbar to highlight the music track or part of the music track to be adjusted.  Then click on Effect and choose what you wish to do.  Obviously you could do quite a bit here!  You can also click on the Adjusting Track Volume icon on the toolbar and click on the tracks while moving the small white dots up and down.  This takes a little getting used to but is a nice feature.  Another way to adjust the music is to simply click on the + and – toolbar next to each track.  This doesn’t fade in or fade out the music but it does change the volume of the entire track.
13. Continue to edit and play your production until you have it ready.  Watch the clock so you have enough time to complete your production.  You should be ready to wrap up around 8:00 a.m.
14. When you have finished editing your production, save your project one last time.
15. To have a finished product, click on File and Export as MP3.  Save using the same name as before but put “MP3” on the end; therefore, your finished mathematical production will be saved as GeorgeW 9-12 MP3.
[image: Audacity Export as MP3 Menu]
16.  Once you are done, close Audacity and let me know that you have finished.  Make sure and thank your assistant(s)!

STEP SEVEN:  CHECK IN THE VOICE RECORDER
	The Broadcaster will check in the voice recorder before 1st period begins by signing for it and having Mr. Barnard initial off on it again.  Remember that any lost or damaged technology will result in the student who had the item checked out to be responsible for the full replacement cost.

STEP EIGHT:  SUMMARY COPY AND FINAL PRODUCTION
	You need to submit an electronic copy or a typed/written copy of your summary.  You can copy and paste your summary from a word processing document, like Microsoft Word, into the class assignment blog.  Do this by going to the Assignment tab and submitting it to the mathematical production assignment.  Mr. Barnard will check your final mathematical production electronically or on paper.  A rubric will be used to score your production (see the course outline).  Your production will be listened to at the beginning of each class!
CONGRATULATIONS!!!
YOU HAVE COMPLETED YOUR MATHEMATICAL PRODUCTION!!!  
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