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Why Document Your Work?



(1) 
It is a good way to showcase your work to others 
in a complete, systematic and multifaceted way.



(2) 
It is a great way for collecting materials 

for applying to future opportunities such as  
jobs, funding or further study.



(3) 
It shows potential collaborators and employers that 

you are serious about your work and are professional.



(4) 
Well documented work can also illustrations your thinking 

and working process to other professionals.



(5) 
While working in a team, well documented work 

can help you communicate your ideas to other team members 
and act as a useful tool for better efficiency.



(6) 
It accumulates a body of work that allows you 

to reflect upon what you have done and 
what you would like to do moving forward.



There Are Many Ways 
To Document Your Work.



IN THIS WORKSHOP SERIES 
WE WILL INTRODUCE THE  
FOLLOWING WAYS:

- WEB 
- TEXT 
- IMAGE 
- VIDEO 
- SOUND 
- GRAPHICS



Web (1,2)

Text (1,2) Image (1,2) Video (1,2) Sound (1)

Graphics (1)



BASIC SOUND PRODUCTION





This is NOT a workshop on 
music production.



Why is it important to know 
how to work with audio.



Tips on getting a good recording.

Editing can only do so much.



Slide the bar to turn on the audio recorder.

POWER ON



STEREO MODE

Your audio will be recorded through the top two microphones.



4CH MODE
Use this mode if you wish to record audio with the top two 
microphones AND additional microphones. 

Insert the additional microphones at the bottom of the recorder.  



RECORDING OPTIONS
You can record using effects, overdubbing, and 
mixing track levels after recording.  

Warning: Extremely complicated and probably not 
what you need. 



MTR (METER) MODE

To select the mode, push the MENU button. Scroll down using 
the wheel until MODE is highlighted. Push the wheel to select. 
Highlight the MODE you desire and push the wheel again. 



BACKGROUND NOISE
Before you start recording, make sure you do not record unwanted background 

noise by finding a quiet environment. 



RECORDING

To begin recording, hit the record button twice.  
Hitting it once will only put the device on standby. 



PAUSE
To pause the recording, press pause.  

To stop the recording, press stop.  
To play your recording, hit play.



FOLDERS

To change folders into which you are recording your files,  
select the “1” button. 



FOLDERS

To view individual files in that folder, select the “2” button.  
 
To delete, rename, encode, or get information about a file, 
select the file name by pushing the wheel.  
 
MENU will serve as the “back” button. 



VOLUME

If you find the recording/playback volume of your audio is too low or high, 
you can adjust volumes using the sides. 



UPLOAD YOUR RECORDING

To upload your audio to a computer,  
plug the H4n Handy Recorder using its USB cable.  

Then select Storage on the H4n Audio Recorder Screen.  



CHOOSE YOUR RECORDING

Select the MODE you recorded with to access your files  
and select the Folder into which you recorded. 



FREE AUDIO EDITING APPLICATIONS

Windows:  
Sound Recorder 

Mac: Garage Band 
Open Source (Both Platforms): Audacity

http://www.microsoft.com/resources/documentation/windows/xp/all/proddocs/en-us/app_soundrecorder.mspx?mfr=true
http://www.apple.com/ilife/garageband/
http://audacity.sourceforge.net/


EXTREMELY BASIC AUDIO EDITING WITH THE 
OPEN SOURCE AUDIO EDITING SOFTWARE:



USING AUDACITY



CONTROLS
To the beginning

Play

Record

Pause

Stop

To the end



SELECT AND DRAW

Selection Tool: selects a segment of a track

Envelope Tool: allows quick adjustments of volume

Draw Tool: for very minute adjustments



ZOOM, TIME AND MULTI-TOOL
Zoom Tool: allows you to shift your view

Time Shift Tool: moves clips along the timeline

Multi-Tool Mode: everything at once



CUT/PASTE/TRIM, UNDO/REDO, ZOOM
Cut/Paste/Trim

Undo/Redo

Zoom



REVIEW



EXERCISE I: BASIC AUDIO EDITING

Step 1 

Record 30 seconds of you speaking  

Record only one track 

Make sure to include a bunch of “ohhs" and 
“ummms", and other things you won’t want 

to keep in your recording



EXERCISE I: BASIC AUDIO EDITING



EXERCISE I: BASIC AUDIO EDITING

Step 2 

Use the Selection Tool to edit unwanted sounds  

Use the Envelope Tool to adjust the volume of the recording  

Play it back and bask in auditory joy



EXERCISE I: BASIC AUDIO EDITING



SOMEWHAT COMPLEX AUDIO EDITING

Multiple tracks 
Additional tools 

Effects; some useful, some crazy



EXERCISE II: AUDIO STORYTELLING

Download clips 

Write out a script for a brief introduction  

Create a multi-track recording  

Integrate vocals, silence, music* and sound 

Work on the volume and transitions between tracks  

Try out a few effects and see what affect they have



SAVE YOUR WORK!



ONLINE AUDACITY TUTORIALS 

The Official Audacity tutorial: 
http://www.edhsonline.org/other/audacity/ 

Educause’s screencast tutorial: 
http://www.educause.edu/Screencasts/Audacity/Untitled.html 

Daniel James’s tutorial: 
http://quicktoots.linuxaudio.org/toots/audacity/



 SOUNDS THAT ARE SAFE TO USE  
(COPYRIGHT FREE)

Wikipedia:  
Podsafe  

Creative Commons:  
http://www.creativecommons.com 

http://www.podsafeaudio.com/ 
http://www.freemusicarchive.org/ 
http://www.quietamerican.org/ 

http://cchits.ning.com/hits/  
http://www.ccmixter.org/



<PRACTICE> 

Using the equipment introduced in this workshop, 
go out and record some sound materials (interviews, 

samples, etc.) and bring them to test your hand at editing.



One-on-One Workshop Time




