CD Live User Guide



Page 2



| Contents

LO70] 01 (=] 01K PP PP UPPTTTI 3
Soundboard CD Live iNtrOAUCHION. .........cooiiiviiiiiiieee et 5
Soundboard CD Live at @ glance...........ccceeeeie i, 9
WS To It g L= = TeTo o [ P 10
1210 g aTT T =10 Lo 1o TN O I 1P 21
Install SOftware UPAALES ..........cccvvviiiiiiiiiiiiii 33

Page 3



Page 4



| Soundboard CD Live introduction

The Soundboard CD Live system provides you with a flexible range of
options suitable for different situations, and can dramatically simplify the
process of recording and creating CDs.

Recording informally

When you want to record informal conversations and consultations, use the
ambient microphone. The ambient microphone allows you to place the
recorder unobtrusively on a desk or shelf, and it records your client’s voice
and your own voice in equal measure.

Ambient Microphone
Situations where you would use the ambient microphone include:
- when you want to record a conversation as an alternative to taking

notes

- when you want to record your client’s voice and your own voice in
equal measure

- when you want the recorder to be as unobtrusive as possible

- when you don’t mind if the ambient microphone picks up
background noises and sounds, in addition to your voices
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Recording mainly your own voice

When you want to record mainly your own voice, use the clip-on
microphone. The clip-on microphone gives a stronger and clearer recording
of your own voice compared with the ambient microphone. However it will
pick up your client’s voice less.

Clip-on microphone
Situations where you would use the clip-on microphone include:
- when you want to focus more on your own voice
- when recording your client’s voice is of less importance

- when you want to reduce the level of background noises and
sounds

- when you want to copy the recording to CD and you want to

achieve a higher sound quality than is possible using the ambient
microphone
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Recording from a Soundboard

A Soundboard allows two people to speak and to listen whilst wearing
headphones, and provides an integrated MP3 player allowing you to use a
musical backing without the need for an external CD or tape player.

Soundboard
The Soundboard provides an intensely intimate audio cocoon for talking
therapies and other situations where you work closely with a client. A
Soundboard helps your clients relax more easily and achieve a much
greater level of focus and concentration.

The Soundboard provides an audio output, which you can connect to the
recorder.

Situations where you would use the Soundboard CD Live system with a
Soundboard include:

- when you want to record a Soundboard session

- when you want to copy the recording to a CD and you want to
achieve a very high quality recording

- when you don't have a computer in your consulting room

See Using the recorder on page 10 for more information on using the
recorder.
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Creating CDs

The Soundboard CD Live system provides an easy method for creating
audio CDs from your recordings. The system also helps you archive your
recordings if you need to keep a permanent record of a conversation or
consultation.

To burn audio CDs from recordings you have made on your memory stick,
just plug the memory stick into a spare USB port on your computer. The

software automatically launches. Select which recordings you want to
transfer onto CD and click the Burn button.

Select the recording and click on Burn

See Burning audio CDs on page 21 for more information on how to create
CDs and archive your recordings.
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| Soundboard CD Live at a glance

Soundboard CD Live System

Page 9



| Using the recorder

1. Switch on the iKEY Plus recorder
Plug in the mains adapter and plug it in to the DC IN socket.

Switch the power switch to On.

2. Select recording format

The IKEY Plus recorder provides a range of recording formats. We
recommend you use MP3 128kbps.

Press the SEL button once. The WAV 100% 0dB indicator will illuminate.

WAV indicator is on after pressing SEL the first ti me

Press the SEL button again. The 128 20% -12dB indicator will illuminate.

128 indicator is on after pressing SEL the secondt ime

Page 10



We recommend you use MP3 128kbps because it gives a good sound
quality and the maximum recording capacity.

You can use other recording formats, which provide an even higher sound
quality, but this will be at the expense of recording capacity. We don't
recommend that you use them because of this.

Get into the habit of selecting MP3 128kbps every time you use the
recorder until it becomes automatic. This will give you the maximum
recording capacity for the memory stick and reduces the likelihood that you
run out of recording space unexpectedly.

Refer to page 14 of the IKEY Plus user guide for more information on
recording formats.
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3.1 Using a microphone

The Soundboard CD Live system provides two microphone options:

- The “T" shaped ambient microphone is best when you want to
record your own voice and your client’s voice in equal measure,
and when background noise is less of a consideration. You might
use the “T” shaped microphone when recording a consultation to
maintain a record of it, or as an alternative to taking notes.

- The clip-on microphone is best when you want to record mainly
your own voice, and you are less interested in recording your
client’s voice, and when background noise is a greater
consideration. You might use the clip-on microphone when
recording a consultation that your client will want to hear again.

Plug the microphone into the microphone socket, labelled:

The IKEY Plus recorder has a three position record level switch. Set this
switch to the middle position, labelled PH.

When using a microphone, set the record level switc h to PH

When using a microphone, set the record level switch to the middle
position, labelled PH.
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3.2 Using a Soundboard

The Soundboard provides a high quality recording, particularly for voice.
This can eliminate problems with noise and sound levels commonly
encountered when recording from voice.

Your Soundboard provides an audio output that allows you to send voice

and music to recorder. Plug the dual phono cable into the Record Out
connector on the back of the Soundboard.

Connect the other end of the dual phono cable to the sockets on the iIKEY
recorder. The sockets and cables are colour coded, so make sure you
connect the white plugs to white sockets and red plugs to red sockets.

Connecting the Soundboard and iKEY Plus
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The IKEY Plus recorder has a three position record level switch. Set this
switch to the right position, labelled MIC.

When using a Soundboard, set the record level switc  h to MIC

When using a Soundboard, set the record level switch to the right-most
position, labelled MIC.
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4. Adjust recording sensitivity

Before starting a recording, you should adjust the recording sensitivity. If
the sensitivity is too low, your recording may have insufficient volume and
will be noisy. If the sensitivity is too high, your recording may sound
distorted.

To adjust the recording sensitivity, you use the small thumbwheel control,
which is above the three position record level switch. It's circled in the
picture below.

Adjust sensitivity using thumbwheel control (microp hone not shown)

When adjusting the recording sensitivity, speak at a normal level. If you are
using a microphone, make sure you position the microphone in the place it
will be when you make your actual recording.

If you are using a Soundboard, make sure your voice and music levels are
at the same volume as you will use for your actual recording.

If the volume of speech is quiet or you are distant from the microphone, you
may need to turn this control towards the + symbol.

If the volume of speech is loud, or you are near to the microphone, you
may need to turn this control towards the — symbol.

The lights on the top of the recorder indicate whether you should adjust the
record level control. Whilst speaking at a normal volume notice the flashing
lights on the top of the recorder. You should aim for as many of the

indicators to be on, whilst ensuring the OVERLOAD indicator is always off.
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In the picture below, only the first two lights are flashing. This indicates that
the recording sensitivity is too low. You should turn the small recording
level thumbwheel towards the + symbol.

If you record at this level, the volume of the recording may be too low, and
there may be excessive background noise.

Only one or two lights flashing — turn control towa rds +
In the picture below, the OVERLOAD light is flashing. This indicates that
the recording sensitivity is too high. You should turn the small recording
level thumbwheel towards the — symbol.

If you record at this level, you may hear distortion on your recording,
particularly when the speech or music is louder.

OVERLOAD light flashing — turn control towards —

In the picture below, the indicators are just right. The 0dB light is flashing
and the OVERLOAD light is not on at all.

0dB light flashing, OVERLOAD light off — just right
In practice, it may be difficult to such an optimal recording sensitivity. So if
you have trouble achieving this ideal, reduce the sensitivity to ensure the
OVERLOAD light remains off.

Our experience is that a distorted recording sounds particularly unpleasant
and a weaker recording is better than a distorted recording.
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5. Insert memory stick

Insert the memory stick into the USB port marked

The indicator lights will flash indicating that the recorder recognised the
memory stick. After a few seconds, the indicators will return to displaying
the recording level and the memory stick indicator light will be on.

Ambient microphone and memory stick
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6. Start recording

To begin recording, press the REC button. All of the indicators will flash
once briefly, indicating that recording has started.

All indicators flash once briefly to show recording has started

After flashing once briefly, the indicators will return to displaying the
recording level. During recording, the RECORD indicator is on.

RECORD indicator is on whilst recording
If the volume of your speech changes or you move nearer to, or further

away from the microphone, you should check the recording level and adjust
the record level control if necessary.

7. Stop recording

To stop recording, press the REC button. All of the indicators will flash once
briefly to indicate that recording has ended.

All indicators flash once briefly to show recording has started

After flashing once briefly, the indicators return to displaying the recording
level. When recording has stopped, the RECORD indicator is off.

RECORD indicator is off when recording has stopped
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8. Eject USB stick

To eject the memory stick, press the REC button for 3 seconds. All the
indicators will flash 3 times after which you may remove the memory stick.

All indicators flash 3 times - now remove the memor  y stick

Always follow this procedure when removing the memory stick. If you don't
eject the memory stick as described, you may lose your recording.

You may now insert the memory stick into a spare USB port on your
computer, to transfer the recordings to CD or to your computer’s hard disk.

Memory stick capacity

The memory stick supplied with the Soundboard CD Live system provides
up to 16.5 hours of recording time.

When the memory stick is 95% full, the iKEY Plus flashes all of its
indicators continually, to inform you that recording time is running out. The
remaining 5% of space corresponds to approximately 45 minutes if you are
using MP3 128kbps. If you are using a different recording format, this will
correspond to considerably less remaining time.

We recommend that you clear space on your memory stick at the earliest
opportunity. The Soundboard CD Creator software allows you to archive or
delete recordings on the memory stick easily.

The IKEY Plus does allow you to monitor how much recording space is left,
but this can be a little tricky to use, particularly when you are focussing on
your client. This is why we recommend you clear space on your memory
stick using the Archive or Delete buttons.
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Using the IKEY Plus with batteries

The IKEY Plus may be used with batteries although we recommend that
you use the iIKEY Plus using the supplied mains adapter. This will ensure
that you have a reliable power source for the recorder for extended
recording.

If you do use batteries, be aware that they can run out, whereas the mains
supply won't.

Using the iIKEY Plus with iPods and other devices

Rather than recording to the memory stick, you can also record to any
other USB storage device, for example, an iPod or even a USB hard disk, if
you need substantially more recording capacity.

The IKEY Plus user guide provides more details on this. Please contact us
if you need more information or help in this area.
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| Burning audio CDs

Introduction

When you insert the memory stick into your computer, the Soundboard CD
Creator software launches automatically. The software dramatically
simplifies the process of creating audio CDs for your clients, and of copying
your recordings onto the hard disk of your computer.

The Soundboard CD Live software works with Windows 98, Windows ME,
Windows 2000, Windows XP and Windows Vista computers.

Insert the memory stick into computer

Insert the memory stick into a spare USB port on your computer. The USB
port is labelled with the following symbol:

After you insert the memory stick into the USB port, the Soundboard CD
Creator software launches automatically.

Typical USB port on a laptop computer

Some computers require a Microsoft upgrade before the Soundboard CD
Creator software runs. This upgrade is initiated automatically and
instructions for this are described in Install software updates on page 33
below.
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Soundboard CD Creator main window

After a few seconds, a window like the one below appears.

Main window — there are four recordings on the memo  ry stick

The main window shows each recording found on the memory. In the
example above, there are four recordings.

The status bar at the bottom of the main screen indicates the percentage of
space used on your memory stick, and the approximate recording time
available to you.
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You may sometimes see a window like the one below, pop-up when you
insert the memory stick. This usually indicates that the memory stick is
empty, but it may appear at other times depending on how your computer
is set up.

You can either ignore this window or click on the cross in the top right hand
corner to remove the window.

If a window like this pops up, you can ignore it or close the window
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Listen to the recording

We recommend that you listen to each recording to identify it, and then give
the recording a meaningful name.

To listen to a particular recording, select the recording by clicking on it

using your mouse. The picture below shows how a recording is highlighted
when you click on it.

Select a recording by clicking on it

You can listen to the selected recording using the Play button.

You control playback using the Play, Stop and Pause buttons, and control
the volume using the volume control.

You can use the horizontal slider to adjust the playback position, if for

example you need to listen at a specific point to be able to identify the
recording.
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Give the recording a meaningful name

When the playback stops, or when you click on the Stop button, you will be
prompted to name the recording.

You are prompted to give a recording a name

Key in a meaningful name using letters, numbers, hyphen (-) and underline
() keyboard characters.

You can also use the Name button to name a recording.
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Main window after the first recording has been name  d
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Burn the recording to audio CD

Ensure you have inserted a blank recordable CD into your computer's CD
drive.

Always use CD-R disks for client disks — they play more reliably on
standard audio equipment.

Only recordings which have a tick will be burnt to the CD. You tick and un-
tick recordings by clicking on the square box.

Ticked recordings are burnt to CD
Recordings are burnt onto the CD in the order they appear in the main
window. If you are burning multiple recordings to a CD, you can use the Up
and Down buttons to change the position of recordings on the audio CD.

Click on the Burn button. The following window will appear showing you the
progress of the burn operation:
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CD burn progress is displayed in the window

On completion of the burn operation, the audio CD will eject and the
following message will appear. Click on OK to close this window.

CD burn complete — click OK to close the window

We recommend that you listen to the CD on a CD player (not your
computer) so that you can:

a) assure yourself that the brand of CD you have used works in a
standard audio CD player

b) confirm that you have burnt the correct audio track onto the CD

You should immediately label the CD so that you do not get it mixed up.
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Archive the recording to your hard disk

You may wish to archive your recordings on to the hard disk of your
computer.

To do this, click on the Archive button to copy the recordings onto your
hard disk. All recordings are stored in My Documents\My Recordings.

Recordings are only copied if they have a tick.

Once the recordings have been copied onto your hard disk, they are
erased from the memory stick.

You can also delete recordings from the memory stick by pressing the Del
button.

We recommend that you delete recordings from your memory stick as soon
as you can. This will ensure you always have as much space on your
memory stick as possible, and are less likely to run short during a
consultation.

Remove the memory stick

Remove the memory stick. The Soundboard CD Creator software closes
automatically when you remove the memory stick.
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Setting up standard header and footer tracks for yo ur CDs

You can set up standard header and footer recordings for your audio CDs.
Header and footer recordings set up in this way are automatically recorded
on to the first and last tracks of the CD. You can use these to produce a
standard introduction for your CDs.

To use standard headers and footers, record the standard header and
footer tracks. We recommend that you give the header and footer
recordings meaningful names and store them in My Documents\My
Recordings.

Select Settings from the Edit menu.

To set up headers and footers, click on Edit->Setti  ngs
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Tick Use Header and Use Footer in the Heading and Footer tab and use
the Change button to choose the recordings you wish to use for your
header and footer.

Use the Header and Footer tab

On closing the Settings dialog, the main window will show the header and
footer recordings, with any other tracks it finds on your memory stick.
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First and last track are set up automatically

When you click the Burn button, all of the ticked recordings, including the
header and the footer, are burnt onto the audio CD.

Headers and footers are not copied on to your hard disk when you click on
the Archive button. Normally they will already be on your hard disk.
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| Install software updates

If you are running an older computer, the Soundboard CD Creator software
will automatically install a Microsoft software update.

Step 1

On the Welcome to Microsoft .NET Framework 2.0 Setup screen, click on
the Next button.
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Step 2

On the End-User License Agreement screen, click on | accept the terms of
the License Agreement and then click on Install.
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Step 3

A screen like the one below will show you the progress of the installation.
Installation may take a minute or two depending on the speed of your
computer.
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Step 4

A screen resembling the following will be displayed, indicating that the
installation was successful.

After the software update is installed, the Soundboard CD Creator software
launches automatically.
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