MONITORING full version
A good monitor is the difference between an average production and an excellent one; (s)he checks for technical accuracy as well as for style and stops to correct any error:  extraneous noises, omitted words, “mushed” words, incorrect pronunciations, hesitations, etc., 
Note. Reviewers may not catch all the “minor” errors like hesitations and stumbles.  In this case, they will not be corrected and the quality of the finished product will  be compromised. So, getting it right the first time around is the best policy! 
While the narrator reads, the monitor listens, runs the software (Sound Forge), and follows along in the printed text. When the narrator makes a mistake, the monitor stops the recording and puts the cursor back to a place in the waveform which precedes the mistake. This will usually be at the beginning of the sentence or phrase where the error occurred. When the narrator resumes reading,(s)he will be recording over the error. 

STARTING OUT:  The session file will be open on the computer screen.

· Hit the “Go to end” arrow (2nd icon on bottom left)to position cursor at the end of the recorded text or inserted silence.

· Click on the red “record” button in the toolbar at upper left to bring up the record window.

· Tell narrator you are ready.  

· Narrator counts “3-2-1” You hit the space bar on the keyboard to start recording.

WHEN YOU HEAR AN ERROR:


· Hit the space bar to Stop.

· Mark the place in the written text where the error occurred.

· Close the record window. The main (waveform) window will now be on the screen.

· Hit the “Go to end” arrow. This puts the cursor at the end of the recording.

· Left click the cursor into a place in the waveform, close to the end. You are trying to insert it somewhere before the error occurred.

· Hit the space bar to start playing. Sound Forge will play back the recording, beginning at the cursor. When finished,  the cursor will pop back to where you placed it. 

· If you have not selected the right spot, click the cursor into another spot and try again.

· When you have selected the correct spot, you are ready to begin recording again. 

The recording will start at the cursor.

BEGIN RECORDING AGAIN:

· Click on red button in the tool bar at top left.  

· Narrator counts “3, 2, 1.”   You hit the space bar to start recording.

CHAPTERS: Insert 5 seconds at the beginning of a chapter.

· Select Process from the upper tool bar. In the drop down menu, select: 


Insert silence:    00:05.000      Insert at end of file.     Ok
· Hit go to end arrow!!!
      Begin recording.
SIDES:  Books will no longer be duplicated to cassette,
 but to digital flash drive.

· You no longer need to record side announcements.

· Continue to save files as ‘sides’, fill out your log as usual

           and end ‘side’ at approximately 1 hr. 30 minutes.  

· IT’S OKAY IF YOU GO OVER A COUPLE OF MINUTES.

· When you begin a new ‘side’, announce the page number you are continuing on (for our editing purposes). 

