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Tool Factory’s
Step-by-Step Guide for
Teaching and Learning Podcasting

Tool Factory, Inc.
3336 Sunderland Hill Road
Sunderland, Vermont 05250

Phone: (800) 220-8386



® Tool Factory Podcasting Options

FTP Podcast management | Ganeral

Step 1 - Check FTF availabiby

o Step 2 - Enter the settings for vour FTP acoount
Address ftp podurmpodcasting com
182137

Podcast lolder |/

Uzernanms

‘web addiess | hitlp:/Yveve, podiumpodcasting.com/~ 182137/
Yy

Step 3 - Test the connection to your FTP acoount
Add vour server
information here. Contact

vour Tech Coordinator for
the details.

Tcst Emrrntjmn

[ Can1FTP? | e

Pazzwond (eessssns

Click here to
search for an FTP

Part 21

[] Arorgmous user

[ Browse. .

.4~ Click here to test the

connection once details

are entered.

[ oK Cancel

J1

J

There is a sample account posted here:
http://lwww.toolfactory.com/products/accessories/display _downloads?itemnumber=2121

To use your own server contact your Tech Coordinator for the appropriate

settings.

-

Use your start menu to
access the Tool Factory
Podcasting Options.

This allows the user to set
up the server web
address, username and
password. Tool Factory
provides web server
space on:

www.webpagestation.com



Options Menu: General -

™ Tool Factory Podcasting Options

FTP | Podcast mansgement General

Cption e
Set a bocation where you would like to save your Podcasting options OR choose an existing Podcasting options file
|C ADocuments and :ettmgLP- i T_T'.'ejz'n.hpphr.amn DatalTool Fnctuw Pndﬂmtmg'ﬂmﬂgmalmn Fﬂgs v Browse

Click here to set up password
protection when publishing

Password Protection

Set passwords [] Tool Factory Podeasting Options s :
C b podcasts or opening options.
If you zet a publizhing pazsword pour options file will alzo reguire a pazzword,

Passward

Your pazzwords match
Confim password

The same password will be used for Tool Factory Podeasting options anc publishing

Type the Click here to save the settings.
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Choose where you would like to save vour podcasts here.

password here. \[

ok || cencel |
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Use this menu to
set password
protection for
accessing the
options menu or
publishing a
podcast. This
menu will also
allow you to
determine where
the podcasts are
saved on your
computer.
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Step 1: Enter Podcast Name OdCHﬁ?n 4
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el 1) Click in the white

T box to the right of the
Step 1: Enter podcast _ “ ”
alepiionion 8~ b afaticl \ name. [ — word “podcast” and

ﬁ type the pocast's

Enter podcast
author’s name.

Enter brief description

about the podcast.

Name.

2) Below this box
type a brief
description about the
podcast.

3)Enter the author’s
name.

A podcast is similar to a record album. Within podcasts are episodes, similar to
tracks on a music CD. Try to keep your podcast name general because you
may be adding lots of episodes to it later.



Step 2: Enter Episode Name

This podcast is about the winter weather in Vermont.

i - G 1 \onday February 26, 2007
This episode was taken In the early morming.)

Enter episode description.

N

Enter epizode fitle.

Enter
episode’s
author.

TOOL FQCTDH*F

ga_odcafﬁh .

Click here
to browse
for a
digital
mmage.
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8= Enter an episode

name, brief
description and
speaker. Click on
the “Image” button
to browse for a
digital image to add
to your podcast.
Click on the green
plus sign to add
additional episodes
to your podcast.

The episode name should be more specific. For example, episode could be
named by date, specific person interviewed, vacation destination, or subject

covered.



5y «———Click here to delete a chapter.

Click here to
add a chapter.

[ Dt

: r “ ; Select a chapter
Intro Music! | Bocly Text Qutro ; y

B - in which to add
Bl

script text.
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Did you see that flash in the sky? /

Yeah, and the crash right after.

I think it landed just on the otherside of that hilll Let's go investigate.

—
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Click on the green plus (+)
sign to add chapters within an
episode. Click on the text
within the chapter box to
rename the chapter. Click
and drag the chapters to
reorder them within the
episode.

Chapters allow the speaker(s) to organize the content of an episode. Once
chapters are created the script and audio recording are unique to that chapter.
Later the chapters can be reordered to better organize the content of the

episode.



Step 4: Add a Script
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Write your script directly into the

come to the 800 news.
to interview Eob Norris,

visit Johrsbury Fields

‘Step 3 - Highlight text and click the
speakers speech bubble to create a script.

+ | podeast. lw episode. Ijlmlﬁameml lseunds

Students can rehearse the
script by clicking on the green
play button. Advance the script
by pressing the space bar. This
script can also be printed for
practice outside of the computer
lab.

Step 1 - Type script text or click and
drag text from a previous document.

Step 2 - Add speakers for vour podcast
to the colored speech bubbles.

white text box, or using
copy/paste from a word
document or email. Then

highlight and assign lines to the
actory. When the text is assigned
to each speaker it will look like a

theatrical script.

Click here to increase/decrease
the text size.

—

Click here to print the
script.

Click here to
rehearse the
recording.




Step 5: Record your Podcast X

Tids ot el s frcsem wishice. “Thi et i whlpping iy s ptad ach Each speakers
recording will
appear in the

» color of their
gpeech bubbl?.

MCIiCk here to ingert audio clip.

Click here to export the audio file.
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| Click on record (red circle

icon) to begin the recording
of your podcast. While
recording press the space
bar to advance through the
script. This will color code
the audio file for each
speaker’s lines.
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Deletes the sound adjacent to either Click and drag any of these
side of the Selecti()]:/ handles to adjust the volume
The audio file can then be edited s g0 %
for smoothness and volume o—‘{o——o0—0—0—o0 y
Deletes the selected sound.

control. Sound effects can be .
added by clicking on the “sound” WULCALR T

button or clicking the import audio ottt

button.
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This podcast s about the winter weather In Viermont.

elepisouontan = kb il onooy Feoruor 25, 2007

This eplsode was taken in the early moming.

Infro

Warm Up

Click here to pub]fsh
a finished podcast
episode.
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Tom | thowght the sun would

(= O
ar his morning the I nawv 15 irQzer

never oppear.,

by [Jen

 was whipping at my aars and exposed neck.
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Clicking on the publish
button will create a

M | web link to your

podcast. The program
automatically writes all
the code so that your
podcast can be
downloaded from the
internet.

If you have already published another episode within the same podcast, clicking
on the publish button will allow all your subscribers of your podcast to download
the podcast into their listening software (iTunes) automatically.



Step 7: Promote and Subscribe n ‘ﬁﬂ

Click here to zend the URL
1 an email listeners.

ebruary

Click here to copy the URL
to the chipboard, then later
paste mto iTunes to
subscribe to the podcast.

hitp:d fwewrw. podivmpodoomiing
Corn/~1821 37 [Jersi30T 1 35407 /
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Click on the promote button to open the
promote menu. You can either “email” the
link to your podcast to future listeners, or
“‘copy” the link to your clipboard to later
paste into iTunes.

File Edit Contrals Miew Store BGEEGE-RR Help

Swikch to Mini Player Chrl+m ’
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Chrl+U

Qpen Skream...
Subscribe to Podeast. .
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To subscribe to your podcast open
iTunes. Click on the “Advanced”
menu and click “Subscribe to
Podcast”. Paste the link into the
box and click OK. Once
subscribed, all future episodes of
your podcast will be automatically
downloaded to your iTunes by
clicking on the “Refresh” button.
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Podrasts
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Perty Shuffle 407 hss.um
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e Press “Ctrl” and V™ to paste the URL into the

box and press “OK”. 1Tunes will now
automatically download all subsequent episodes of
your podcast here.

Click “Refresh” to download new
episodes of your subscribed podcasts.




Podcasting Ildeas

All you need is a microphone, computer
and an Internet connection!
[ For Education

» School newspaper - for parents and community.
 Class projects - record stories or write reports.
» School songs and anthems.
* Reviews - of books, films, poetry, art, and music.
* Interviews - with sports stars and local heroes.
* Reinactments - of historical or fictional characters.
« Compositions - live music, school concert or play.
* Diaries - personal, fictional, or historical.
* Lectures - for absent students or study notes.
« Homework - vocabulary, spelling lists, or quizzes. e
- Stories and poems - do reading for your listeners. .
» Theatre - monologues, dramatic scenes, and role plays.
* Reading intervention - record monthly progress.
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For Business For Everyone ]
* Product demonstrations. _ | * Pen Pals.

* Training. * Music and singing.

* Press releases. (( 9))  Heritage and family tree.

* Internal newsletters. > « Journals and stories.

» Calendar of events. J » Jokes.
Find vour voice with Tool Factory Podcasting!
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