Recording PDF Narrations
On a Mac Computer:
1. To determine which sound input is being used, first go to ‘System Preferences’ and
select ‘Sound’
2. Select the ‘Input’ tab at the top of the dialogue box
a. Internal Microphone will automatically be selected if you don’t have an
external microphone plugged in
b. If you have an external microphone plugged in, make sure it is selected under
‘Input’
i. Adjust the Input Volume depending on the sensitivity of your
microphone and talking volume
3. Open up GarageBand (can be found under ‘Applications’ in your Finder)
4. Select ‘Voice’ from the opening dialogue box
a. If a previous file opens automatically, select ‘File’ à ‘New’ to get to the
dialogue box
5. Press ‘Record” (the red circle at the top of the application window)
a. GarageBand will begin recording input sounds from whichever source is
selected in step 2
6. After completing the narration, press ‘Stop’ (white square at top of application
window)
7. To play back through the narration, move the ‘Playhead thumb’ to where you would
like to start listening from (see screenshot)

8. If there are sections that do not need to be included in the final version, they can be
cut by clicking and dragging the edge of the sound bar (see screenshot)
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a. To cut a portion in the middle, place the Playhead thumb at the beginning of
the desired section to cut, right click and select ‘Split at Playhead’

9. To save the final narration product as a sound file (i.e. MP3) instead of a GarageBand
file, select ‘Share’ from the top menu
10. Next, select ‘Export Song to Disk’ which will open up a dialogue box to save the file
11. Select ‘MP3’ as the file type at the bottom of the dialogue box and ‘High Quality’ from
the drop down menu (see screenshot)
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12. The narration is now ready to go as an MP3 file, which is the generally accepted file
extension (it’s what was used on the narration featured on the website)
On an iPhone:
1. Open the ‘Voice Memos’ application
2. Press ‘Record’
a. Application will automatically begin recording audio from the priority input
device (i.e. headphones with a built in microphone will take priority over the
phone’s internal microphone)
3. Press the red square (same spot as record was) to stop the recording
4. When you are finished, press done and a dialogue box will automatically prompt to
name the audio file
5. To get the audio recording onto a computer, select the recording and press the
symbol of a square with an arrow on the left-hand side (‘Share’)
a. Choose your preferred method from the available options
6. To edit the sound file on a Mac, you can either:
a. Right click on the file and ‘Open With…’ QuickTime Player
i. Select ‘Edit’ from the top menu and select ‘Trim’
ii. You can then trim the file similarly to GarageBand (step 8 of Mac
section)
b. Put the file into GarageBand and edit and export from there (using steps in
Mac section)
i. Open a Narration file
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ii. Right click on the audio section of the application (where the audio
box appears) and select ‘Add Audio File’ which will automatically
bring up the Finder to select the desired audio file
On a Windows Computer:
1. To select the input audio device, open ‘Control Panel’ à ‘Sound’
2. Select the ‘Recording’ tab at the top of the dialogue box
3. Select the input device to use (i.e. external microphone or internal microphone)
4. Open the Voice Recorder App (can be found by searching in the Start menu)
5. Press the ‘Record’ button in the middle of the application screen to start recording
a. App will automatically start recording using the selected audio input
6. The flag icon below the recording button can be used to flag specific parts of the
recording to highlight places to come back to, or places to edit later
7. To stop the recording, press the ‘Stop’ button (square at the centre of the window
where the record button was to start)
a. The recording will automatically be added to the list of previous recordings
with a name and date created
i. To rename a recording, right click on it and select ‘Rename’
8. To trim a recording, select the desired recording from the list on the app to open it
9. Select the ‘Trim’ icon at the bottom of the screen below the progress/time bar
(directly to the left of the trash can icon)
10. Vertical lines will appear on the progress bar that can be dragged to the desired
point
a. The portion of the recording outside of the lines will be removed
11. Select the checkmark/ok icon at the bottom of the window when finished trimming
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