Recording Sound


Plug in the microphone into the port on the computer that is for a microphone. The laptop port is on the left and has a little microphone symbol on it. The desktops have a microphone port on the back of the tower beside the speaker port.
If you right click on the megaphone in the lower right taskbar on the laptop, and then click Open Volume Controls, you will see this window.
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If you click Options/Properties, you can put a check in microphone. Then the microphone control will appear.
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I would make sure Microphone and Line In is not muted and the volume is up.
( 

If you are using a program like movie maker, you would use the program’s controls to record. 

If you just want to make a sound file, I go to Start/All Programs/Accessories/Entertainment/Sound Recorder.
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You can press record. Stop. Then File/Save and save them in your drive or a shared drive. The files are .wav files.

I have used these in PowerPoint slide shows before.

Happy recording.


