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Add and Manage Audio

Table of Add Audio using a Microphone
Contents Add Audio Using Your Telephone
Upload MP3 Audio
Embed .WAV Audio

Generate Audio
Merge Audio
Request Audio
Background Audio

Add Audio Equipment — A USB microphone or headset will provide higher
using a quality audio than recording with a telephone. When recording
Microphone  pjan to record in a quiet location to reduce background noise.

Recording Microphone Audio -

1a. Click Create->Add Voice to PowerPoint->Upload a
PowerPoint->Record Voice

Add Audio or Sync Video

Upload &
Sync Video

Skip adding audio or video for now.

1b. Click the Pencil Icon to edit the presentation ->"Things You
Can Do” menu->Manage Audio->Record Audio
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Things you can do

Manage Slides

Manage Audio -

Record Audio

Generate Audio
Request Audio

Background Audio

2. When prompted, click “Click here to record using your
microphone.”

Add your voice using a microphone:

‘Qf Click here to record using your microphone.

If this is your first time recording, you may need to allow your
web browser permission to access your microphone before
recording.

3. You will always start on slide one, but you can click the slide
name on the Table of Contents to advance to a specific slide.
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Table of contents Recorded
1. Welcome 00:26
2. Welcome to TRS 00:22
I » 3. Company History 00:12
4. Our market 00:20
5. Company Benefits 00:22
6. Who we're selling to 00:28
7. Excalibur 5500 00:19
8. Skylar 2290 00:29
9. ProServ 1100 00:24

End recording session

Record on the slide displayed

1. Click the “Record” button — After a 3 second countdown
recording will begin.

Ready to record
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2. To launch animations while recording (optional), click the “On-
Click Animation” button to trigger each animation. Brainshark will
display the total number of animations on the slide as well as the
number of animations already timed.

00:00 . ‘ & o
- ________________________________im

NOTE: You can focus on delivering a quality recording and time
your animations at a later time. View the Time Your Animations
tutorial for more information.

4. To end the recording, click the “Stop” button
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5. You will have the option to Preview, Save, or Discard. You
must select one of these options before you can do anything
else.

Stopped

Preview Discard

(=
Lo ]

00:45

6. When you click Save, you will be automatically brought to the
next slide.

7. Click End Recording Session when the recording is complete;
you will automatically be brought to the Presentation Properties
tab where you can edit your presentation.
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Table of contents Recorded
1. Welcome 00:26
2. Welcome to TRS 00:22
» 3. Company History 00:12
4. Our market 00:20
5. Company Benefits 00:22
6. Who we're selling to 00:28
7. Excalibur 5500 00:19
8. Skylar 2290 00:29

End recording session

Record on a specific slide -
1. Click on the row of the specific slide in the Table of Contents.
2. Click Record.
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Ready to record

—
00:00 @ 4 0o
—
ON-CLICK ANIMATION 0/ 2 Completed
Table of contents Recorded
1. Welcome 00:26
2. Welcome to TRS 00:22
3. Company History 00:12
4, Our market 00:20
5. Company Benefits 00:22
6. Who we're selling to 00:28
» 7. Excalibur 5500 00:19
8. Skylar 2290 00:29
9. ProServ 1100 00:24

End recording session

Play audio from a slide
1. Click the row for the slide with any checkmark in the

“Recorded” column.
2. Click Play.
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Ready to record

00:00 /7 00:26

Table of contents

Recorded

P 1.Welcome

00:26 I

2. Welcome to TRS

3. Company History

4. Our market

5. Company Benefits
6. Who we're selling to
7. Excalibur 5500

8. Skylar 2290

9. ProServ 1100

00:22
00:12
00:20
00:22
00:28
00:19
00:29

00:24

End recording session
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Add Audio The telephone is another method to record your audio. Even
Using Your though Brainshark will record audio from any type of telephone,
Telephone you will get the best quality audio if you use a corded, land-line

telephone, with the handset to your ear. To ensure higher quality,
the use of mobile phones, wireless headsets and speakerphones
is not recommended. Additionally, you should plan to record in a

quiet room to reduce background noise.

1a. Click Create->Add Voice to PowerPoint->Upload a
Powerpoint->Record Voice

Add Audio or Sync Video

Upload &
Sync Video

Skip adding audio or video for now

1b. Edit Presentation->"Things You Can Do” menu->Manage
Audio->Record Audio

Things you can do

Manage Slides

Manage Audio g

Record Audic

Generate Audio
Request Audio

Background Audio

2. Using your telephone keypad: Dial the telephone number
shown on the screen and when prompted enter the Presentation
Access Code.

© 2022, Bigtincan Holdings Ltd.
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Or, add your voice by phone:
1. Using your telephone, dial 617-622-5352 International Callers must first dial their International Direct Dial prefix (typically "00") plus "1".
2 When prompted, enter the Presentation Access Code for this presentation:

PRESENTATION
ACCESS CODE

Note: The Presentation Access code changes each time you
record audio.

3. While you record, a menu of Telephone Keypad Commands
displays onscreen as a visual indicator of the options available
during recording. You cannot click the onscreen keypad to
execute commands.

TELEPHONE KEYPAD COMMANDS o

Record one slide Record all slides
Previous slide Go to specific Next slide

7 8 9
Erase audio Hang up

* #

4. The system will always start you on slide one of your content.

© 2022, Bigtincan Holdings Ltd.
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Table of contents Recorded

I » 1.TRS History Vision & Values I

2. Our Founders

3. Mission

4. Vision

5. Values

A Whara it all haaan

Record on the slide displayed

Using your telephone key pad:

1. Press [1]. Begin speaking at the tone. Brainshark will record
your audio.

2. Press [#] to stop and save the recording for the current slide.
You will automatically advance to the next slide.

3. To launch animations while recording (optional), click the On-
Click Animation button to trigger each animation. Brainshark will
display the total number of animations on the slide as well as the
number of animations already timed.

00:00 | . | Y B

Note: You can focus on delivering a quality recording and time
your animations at a later time. View the Time Your Animations
tutorial for more information.

Move to a specific slide

Using your telephone key pad:
1. Press [5], enter the desired slide number, and press [#]

© 2022, Bigtincan Holdings Ltd.
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2. Or, press [4] to move backwards and [6] to advance through
the slides one by one.

Play the audio for any slide

Using your telephone key pad:

1. Move to the desired slide (refer to instructions above)
2. Press [3] to play.

End the recording session
Using your telephone key pad:
1. Press [9] to end recording.
2. Or, hang up the telephone

Upload .MP3
audio

© 2022, Bigtincan Holdings Ltd.

Pre-recorded .MP3 audio files

To upload pre-recorded audio files to your presentation, you
must have one .MP3 file per each slide in the presentation.

1. Click the Pencil Icon to edit the presentation.

2. Click Manage Slides on the “Things You Can Do” menu.
3. For the slide you want add the .mp3 file, Click the Audio
button. If there is no audio, click Browse.

& W‘. Welcome to TRS

S SRS e Duration: (00:00:22)
& Edit @ Delete & PPT
I‘ Browse... INo file selected.

4. Select the option depending on whether the slide do not have
recorded audio or has audio you want to change. If there is No

audio, click Browse. To change the existing audio, click Replace.
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L
'& /fl! Welcome

[ = O Duration: (00:00:26)

& Edit @ Delete & PPT

Delete

W

Download

5. Locate and select the .MP3 audio file for the slide.

Note: The upload limit for an individual audio file is 500 MB.
6. Click Apply to preserve your changes and remain on the
Manage Slides page or Save to return to the Presentation
Properties tab.

Embed .WAV
audio

If you have existing .WAYV audio files that you are unable to
compress to .MP3 format, you may be able to embed those .WAV
files slide-by-slide into your PowerPoint presentation and then
upload the PowerPoint file to Brainshark. When a PowerPoint file
containing embedded audio is uploaded to Brainshark, the
recorded audio will upload with the other content. Once your
audio is in Brainshark, it is converted to .mp3 format.

The Embed Audio to PowerPoint document discusses the
process to embed .WAV audio files; reference also the Best
Practices for Audio document

Generate
Audio

© 2022, Bigtincan Holdings Ltd.

If you have slide notes on any slide in your presentation, you can
use Generate Audio to create computer-generated audio for your
slides. Generated audio is useful when you need to send a
“finished” Brainshark internally for content approval. Typically,
the generated audio is replaced by the talent-recorded audio
before the presentation is distributed; the Upload .MP3 Audio
section of this document details the process steps to accomplish
this replacement.

Note: This feature is a computer voice/accent reading the slide
notes; it does not translate the slide notes into another language.
However, if your slide notes are written in Spanish, French,
French Canadian, or German you can select a computer
generated voice with an accent appropriate for the language.
When you generate audio, the system will create new audio in the

13
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‘voice’ you select for every slide in the presentation that contains
slide notes. The system will not generate audio for any text
contained by chevrons.

1a. New Presentation
Click Create->Add Voice to PowerPoint->Upload a
Powerpoint->click “Skip adding audio or video for now.”

Add Audio or Sync Video

96

Record Upload &
\oice Sync Video

ISklp adding audio or video for now.l

You'll be brought to the Presentation Properties.

1b. Existing Presentation
Click the Pencil Icon to go to the edit menu of the presentation.

2. Select Manage Audio, from the “Things You Can Do” menu
click Generate Audio.

3. Select a Voice from the drop-down menu and click Generate
Audio to initiate the process.

14
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Audio will be automatically generated from slides notes for the following slides:

Welcome _
Welcome to TRS
Company History

Our market

Who we're selling to
Excalibur 5500

Skylar 2290

9. ProServ 1100

10. Resources

11. Onboarding Workshop

ONO RN

4 »

Select voice:I American English, male v IO Listen to sample
American Enghish.ale: Generate Audio I

American English, female
Spanish, male

Spanish, female

French, male

French, female

Canadian French, female
German, male

German, female

UK English, male

UK English, female

Indian English, male
Mexican Spanish, male
Canadian English, female
Australian English, female

4. The system will generate audio for all slides containing slides
notes, with the exception of slides that already have an
associated audio file. If you don’t want audio generated for any
slide, put a chevron at the beginning and end of the slide notes.
Example: <Welcome to this presentation>

You can repurpose audio from existing Brainshark presentation to
another presentation using the Merge Content feature. Please
refer to the Merge Content tutorial and document for additional
information.

© 2022, Bigtincan Holdings Ltd.
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Request
Audio
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Send Guest Audio

The Request Audio feature allows a subject matter expert or
voice professional to add audio to your presentation. The Guest
Speaker does not need to be a Brainshark user or have detailed
knowledge of how to use the application; all of the instructions
are included in the email Brainshark sends to the Guest and you
can also add your own suggestions to that email.

1. From the Things you can do menu, click Manage Audio ->
Request Audio

2. Click Send New Guest Voice Request

You can request voice annotation for your presentation by clicking Send New Guest Voice Request.

I Send New Guest Voice Request I

Requestor Title Type Status Guest Author Completed Slides Duration Last Modified

None Requested

3. System generated email template contains simple instructions
for your guest. Enter only one Guest’s email address in the “To:”
field, or if your Guest is a registered user in your Company’s
Brainshark site, click Find.

= Send Guest Voice Request
o [rina]

From: |brian.shark@trs.com| |

Subject: |Request to add your voice to the "TRS Company|

Message: (adding your voice is very simple, all you need is a -
browser and a phone or microphone. Please review the
instructions, then click the link below.

1. Click the link below or copy and paste into your

browser.

2. Choose to record audio using a computer microphone

or by dialing in with your phone.

3. After ending your audio recording session, your =
screen will refresh and give you the option to "Preview”, =

Require Login: @ vas ) No

Send me a copy of this e-mail: [

Send Invitation

16
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4. You can modify the email text; however do not alter or
remove the any information in chevrons,
<<GuestAuthoringLink>>, as this contains the link your Guest
will click to record their audio.

e Require Login set to YES - select if the Guest is a registered
Brainshark user (which will require them to enter their
Brainshark username and password in order to record the
audio).

e Require Login set to NO - select if the Guest Speaker is not a
registered Brainshark user.

Tips:

» Only one Guest Audio request can exist for any one
presentation at any one time.

» Once the first Guest has completed their recording, you can
send another Guest Voice Request.

e |f multiple people need to record in the same presentation,
consider creating individual presentations, for each Guest
containing only their content. This will minimize the risk of
someone deleting or rerecording previously recorded audio.

o Upload only the slides applicable to that Guest and then send
them a Guest Audio Request. Repeat for each speaker.

o When all individual presentations are recorded you can use the
Merge feature to create a complete presentation.

Guest Audio Status

After the Guest Audio request is sent, you can check and/or
change its status. Navigate to the Edit Presentation icon >
Manage Audio > Request Audio.

1. Status shows Complete - Guest finished recording and
declared it complete.

Notes:

e All Presentation Access Links and Codes in the initial email
invitation become inactive.

17
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e You will receive an email indicating the Guest has declared the
recording complete.

2. To change the status: click the title of the presentation. From
the dropdown menu, select the status.

Note: Changing the status automatically inactivates any
Presentation Access Links and Codes previously sent.

Vou can request voice annotation for your presentation by ciicking Send New Guest Veice Request

Haddock, Hamy
HarryHaddock@trs com

Status Options:

o Set to Complete: Use this option to manually set the request
to complete when a Guest records the audio outside of
Brainshark (created .mp3 files) or they recorded in Brainshark
but forgot to designate the recording it as complete.

o Delete Request: If you no longer need this Guest to record,
use this option to delete the request.

o Re-send Request: Use this option if your Guest:
= Cannot locate the original request email.
= Needs to rerecord after declaring the audio complete.

Upload new
Background
Audio

© 2022, Bigtincan Holdings Ltd.

If allowed by your Company Administrator, additional
Background Audio (.MP3) files can be uploaded in My Media
Library, on the Things you can do menu.

Notes:
e Maximum .MP3 file size: 500 MB per file.

e Copyright laws apply to any audio or music files uploaded to
Brainshark and are the responsibility of the Brainshark
User/Author

18
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Add
background
audio to a
presentation
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1.

Note: If the Background Audio feature is not enabled, contact

Navigation: Click the Pencil Icon to edit the presentation >
Things You Can Do menu> Manage Audio > Background Audio

your Company Administrator.

2.

Click the Add Background Audio link.

Edit "TRS Company Overview"

1€ Add Background Audio

Check the Add box(es) to the right of the background audio

file(s) you want.

Click Add Selected.

Background Audio Library
© Upload New Audio

Listen

OO0 0 0 0 0 0 O

File Name
Acoustic Bass (30
se...

Acoustic Bass (4
sec...

Acoustic Bass (56
se..

Acoustic Bass (9
sec...

Blues-G (1 minute
16...

Blues-G (10
seconds)

Blues-G (30
seconds)

Blues-G (4 seconds)  00:00:04

My Library - Library

Time
00:00:30

00:00:04

00:00:56

00:00:09

00:01:16

00:00:10

00:00:30

ajf=] = =) = =) = =)

Cancel Add Selected
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5. Configure the Playback Settings by clicking the arrows and
selecting from the dropdown menus):

» Playback mode:
o Continuous - plays the audio file continuously on the
designated slides.
o Play Once: - plays the audio file through one time and then
stops.

« Start Slide: select the slide where you want the audio to begin
playing.

» End Slide: select the slide where you want the audio file to stop
playing.

e Volume %: select the volume at which the audio file will play.
The default is 40% of your speaking volume. Adjust the volume
by clicking the arrow and selecting the percentage from the
dropdown menu.

Click Save to save your settings and return to the Edit
Presentation screen.

Delete Background audio from a presentation
1. Select Manage Audio
2. Select Background Audio
3. Click Delete to the right of the audio track.

© 2022, Bigtincan Holdings Ltd.
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