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Whenyou are workingin OneNote you can easily record a voice clipand playit back at a later date.
Follow these stepsto create and embed yourvoice inaOneNote page:

1. Ensurethatyourmicrophoneispluggedintoyourcomputer.

2. Clickonthe audioicontriangle inthe ribbon barat the top of your screen to choose Record Audio
Onlyorclick Insert/Audio Recording. The audioicon looks like this:
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3. Thefollowingtoolbarwith pop up and OneNote will insertarecordingimage, and then start
recording rightaway:
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4. Click Stop whenyou have completedtherecording. Itwillautomatically add the title of the page
atthe bottom of theicon. You can always overtype the name tochangeit. The iconwill look like
the one below and you'll see that the date and time of the recordingisincluded:
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Audio recording started: 11:51 AMFriday, October 30, 2009

5. Tolistentothe audiorecording, double-clickthe audioicon.

6. Please Note: If youare creating multiple recordings on the same page you'll see thatitlooks like
OneNoteisjustextendingthe original file. That's notthe case, eachrecordingis separate.
OneNote willadd anumbertothe name of each audiofileiconinorderto keep things straight.
Forinstance, inthe example above called Technology, asecond recording would be called
Technology 2.

7. Eachaudiofile hasan extension of .wmawhich stands for Windows Media Audio. If youwantto

play the audiofile outside of OneNote, itis quite likely thatyou'll have amedia player that will
supportthe .wmaformat (e.g. Windows Media Player or Real Player).
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