MULTIMEDIA TRAINING KIT

Trainers' notes: Encoding

Developed by: Branislava Milosevic, OneWorld Radio

	Introduction
	A step-by-step workshop on how to digitise and encode audio.



	Timing/duration
	2 - 2,5 hours



	Content outline and main topics covered

	· Introduction – why encoding?

· How to connect sound from an external audio device.

· Which software you need for encoding into MP3 and into RealAudio and where to find it.

· Encoding – settings, process and finished product.


	Target audience
	Anybody interested in learning how to create digitised audio using software available on the web (free and proprietary software).



	Prerequisite skills/knowledge
	· Basic PC skills – MS Word, email software (e.g. Pegasus).

· Basic knowledge of recording media (tape recorder, minidisk, DAT, etc.) – participants know how to use these devices to record sound clips or music.

· Familiarity with audio file formats.


	Unit objectives/expected outcomes
	At the end of this training participant should know:

· What equipment is needed for digital editing.

· How to connect the recording device (tape recorder, minidisk, DAT) to a computer.

· How the profile of the target audience influences the way we digitise our audio .

· Which software is needed for encoding into MP3/RealAudio.
· How and where to find encoding software.
· Basic functions of encoding software.


	Pre-workshop activities
	Ideally, participants should already have knowledge of the basics of digital audio (gained during the “Introduction to Digital Audio” course or on another occasion). If not, they can read the “Introduction to Digital Audio" manual as a preparation for this unit.



	Notes on using exercises
	· Attached is just an outline of exercises that you can use in your training. The choice of exercises depends very much on your group – their skills, interests, age mix, how they work together, how big the group is, etc. and how much time you have available.

· It is always best to have all the software and hardware prepared before the training to avoid significant disruptions and delays. However, make sure that everybody searched the Net for the required software or information as they will need to do it once they are back in their office. 

· Always reflect on the exercise at the end – what problems were there? What other issues came up? 

· Try to ensure that all participants have mastered the skill linked to the particular exercise before you move on. However, if you feel that some participants are slowing the group down, work with them separately.


	Resources included with unit
	· Trainers' notes.

· Handout.

· Exercises.

· Additional tips.

· List of additional resources.

· Workshop evaluation form (for trainees).

· Materials evaluation form (for trainers).

· Copyright statement.

The general Audio Production glossary and case study are also recommended for use with this unit.



	Additional trainer resources
	As for participants. If you need more information on Encoding, which is not explained here, search the Net using Google or a similar search engine. Be careful when recommending websites to your trainees - most information on audio editing can be found on websites created and maintained by enthusiasts and their URLs and content often changes. The best practice is to give trainees a few tips on how to search the Web for information on audio editing (more about this in the unit "Introduction to Digital Audio“).



	Equipment needed
	Hardware

· Multimedia computer: soundcard, speakers, free hard drive space (preferably round 1GB) with Internet connection.

Software

· Encoders/rippers. 

· At least Windows 98, (other versions are possible, but make sure that it supports your editing software).

· Player - MP3 player or RealAudio Player.

Audio equipment

· Minidisk or other recording device (tape recorder, DAT).

· Microphone (can be the simplest computer microphone).

· Audio leads (to connect external recording device with the computer).

· Headphones for each of the participants.




	Comments
	At the end of training participants' knowledge should be assessed through practical work – the exercises. Theoretical knowledge can be assessed through a post-training questionnaire.

The participants' progress and support after the training should be monitored, for example through a mailing list or newsgroup.
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