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SHEFFIELD TALKING NEWS 
DIGITAL RECORDING - TECHNICAL GUIDE 

Revised 23/06/2007 by Ron 
 

 

Switch on the power to the computer from the wall and/ or 

extension.  Then switch on the computer. 

 

If Audition does not load on switching on the computer you 

will see these icons.  If audition loads then please minimize it 

for now. 
 
 
 
ERASING THE PREVIOUS WEEKôS FILES FROM THE 
MEMORY STICK 
 

With the memory stick inserted, as shown in the picture right, 

double click on My Computer and then on the G drive. 

(Unless Windows explorer opens automatically) Now select 

all files (control A) and click on delete.  

 

 

   
 
     
PREPARING FOR RECORDING 
 

 With Audition open - either by 

maximizing or double clicking on the 

Audition icon - the recording screen 

should appear. 

 

Continuity is a great virtue, so if  the 

layout has changed at all, revert to the 

default shown on the left. By selecting 

STN from the drop down list next to 

Workspace near the top right of the 

screen. 

 
 A- Open the Start Music 

 

Click on File in the menu bar at the top of 

the screen then select Open (Control +O). 
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You should then see a File Open Dialog box. 
Make sure that the Look In Panel shows 
News (or Magazines as appropriate) ï if not 
then select it using the drop down list, which 
appears when you click on the down arrow to 
the right of the panel. You may need to select 
F drive first then the News2007(or appropriate 
year) Folder, or alternatively select it from the 
Recent Folders panel in a similar way.  You 
should then see all recently saved recordings. 
One of these is called STN START dot wav. 
When you select this you should check that it 
is a 16 bit, Mono recording. You can do this 

by clicking the box ñShow File Informationò 
and checking the information that appears. If 
it is a stereo file it needs to be converted to 
mono ( see appendix 1). Stereo files are not 
read by the automatic tape copying software; 
so this causes a delay to production while 
they are converted. They are also larger and 
take more time to copy, at the end of the 
recording session.  
 
 
 
 
 
 
 
 
Open the STN START file  by clicking on  
OPEN. 
 
Notice only One track displayed this proves 
the file will be a mono recording. 
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It is a good idea to first save as -2 ( for side 2) then -1. This 
way Side 1 will be ready for use and you can open side 2 
later when needed. 

B- Save As side 2 & 1 for later  
 

Click on File then Save As. (The Save As 
dialog box will appear) 
 
Make Sure the Save In panel shows News 
2007(or appropriate year) (or Magazines as 
appropriate). If it does not then select 
F:\News 2007(or appropriate year) (or 
F:\Magazines) from the recent Folders drop 
down list. 
 
News Files should be saved as YY MM DD -N 
where YY is a 2 digit year, MM is a 2 digit 
Month, DD is a 2 digit Day and N = Side 
number (1 or 2 as appropriate) e.g. 070214-1. 
 
Magazine Files should be saved as YY 
Season-N where Season is Autumn, Winter 
etc and N = Side Number.  
 
When you click on SAVE, notice that the Title 
Bar now shows the new File Name 
 
Now REPEAT for the other side.  
 
 
 
 
 
Position the cursor at end of Start music 
(notice the dotted line). Double click on the 
Levels Bar at the bottom of the screen You 
can now set levels. Without actually 
recording. To set levels ask each speaker in 
turn to read, and adjust switches as 
appropriate. 
 

Position the cursor at end of Start music 
(notice the dotted line). 
You can now record side one 
 
 
 
 
 
C ï Check Decibel Range for Recording 
 

The recording level range is controlled initially 
by the software so too low a range will require 
mixer volume controls for individual speakers 
to be set at their extreme. It is important 
therefore to ensure that the decibel range is 
one of the 2 highest available. To do this, 
position the mouse pointer over the Level 
pane at the foot of the display and press F10. 

 

 
 
D ï Setting & Adjusting Levels  
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Monitoring with Head 
phones: With the 

headphone jack in the 
Phones socket make sure 
the Tape Mon switch is on 
(Up) and adjust the volume 
with the Monitor knob. 
 

 
 
NB the MASTER SLIDER 
should be set initially at 
around 0 . If necessary you 

can boost this for readers with a weak voice. 
 
Crude Adjustment is achieved by 
using the TRIM knobs for the 4 
speakers. These should be always 
be set to Mic. 
 
 
Fine adjustment is achieved by using 
the LEVEL knobs at the bottom of 
the console. 
 
 
 
 
Recording Channels are opened and closed using the MUTE switches above the red plastic bar. Open the new 
speaker first by raising the switch before closing the previous speaker by lowering the switch. 

 
 
 
 
 
 
 
 
 
 
 
 


