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Accessible Podcasting Schedule:

10:00 - Intro

10:15 - History and Overview of Podcasting
11:15 - Using iTunes to Gather Podcasts
11:45 - Lunch

1:00 - File Management and Playlists

1:30 - Captioned Video Podcasts

2:00 - Break

2:15 - DAISY to Audiobook

4:30 - End
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Overview of Podcasting

The growing popularity of distributing information over the internet via RSS
feeds, commonly known as “Podcasting”, has been around for many years,
under different names and accompanied by a few specialized terms. Whether
discussing the details of how one creates the content of the podcast, or how one
accesses the content itself, you may have heard terms being thrown around such

29 <¢ 9% ¢¢ 99 <¢

as “aggregator”, “validator”, “browser”, “reader”, “feeder”, “iTunes”, “iTunes
Store”, “iUniversity”, and of course “iPod” with all of the variations therein,
“Shuffle”, “Photo”, “Nano”, “5" Generation” or “Video”... the list goes on with

many competing brand names of both software and hardware.

No matter what you call the tools and processes, the act of podcasting can be
reduced to three very simple categories: creation of digital content, distributing
digital content over the internet, and accessing this digital content. The
following information and exercises will provide the basic information you need
to know for using iTunes to create and enhance digital content to maximize the
accessibility of this digital content by people with disabilities.

Creating (and enhancing) Content for Podcasts

The process of creating digital content is varied and can be equally simple or
complex. While you may be engaged in creating original content, it is equally
likely that you will find yourself enhancing somebody else’s podcast to increase
the accessibility of the content.

The simplicity of creating an RSS feed and the popularity of Podcasting has

led to many different software applications featuring some sort of “export

to Podcast” functionality. This means that you will probably be dealing with
podacsts from a growing number of people, and podcasts that were created with
a wide range of applications. Fortunately, iTunes offers the ability to manage
many types of digital media files and podcasts, allowing you to more easily deal
with all of these digital files regardless of how they were made.

Although 1Tunes serves well as a manager of media files, you will still need to
use other applications in the process of making podcasts accessible. At the core
of the issue is the fact that podcasts are really just text, audio, and video files
placed on a website. The same tools used to make accessible video and audio
files will be a core part of your accessible podcasting toolset.

Distributing Digital Content as a Podcast

At the most basic level, a podcast is simply digital content you place on your
website. The differentiating factor between a podcast and any other digital
content you link to is the RSS Feed. The RSS Feed is XML code that describes
the digital content of your podcast, and makes it available to “aggregators”
programs that will check for updated content and download it.
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The RSS feed includes basic information about your digital content such as
Title, Description, and the link to the file, but an RSS Feed can also include
other more detailed information. Together with the digital content being linked
to, this information makes up the actual “podcast” and is used by people to
organize and distribute the digital content over the internet.

Accessing the Podcast

By design, accessing podcasts is a simple thing to do, and there are several
applications that incorporate the ability to collect, or “aggregate” podcasts and
display their contents. There are many specialized software applications used
to organize and download different kinds of podcasts. Known as “aggregators”,
“readers”, “gatherers”, and a variety of other terms, these applications are
sometimes dedicated to gathering and playing specific types of digital content,
such as news, blogs, music, stock prices, and weather information, just to name

a few. Others are able to gather and display a wide range of digital content.

With the growing popularity of the iPod devices and the free availability of
the iTunes application, we will be focusing on the iTunes application as a tool
to access and organize podcasts and other digital content. Even if you don’t
distribute digital content over the internet, you can use iTunes to package
information with your digital content and load this information onto an iPod.

Accessibility of Audio and Video Formats

There are some features of the iTunes application that lend themselves to
enhancing audio and video files for increased accessibility. However, it is
important to remember that both iTunes and iPods are inaccessible by their
design. Fortunately, the features built into iTunes that allow for the easy editing
of information for greater usability also lend themselves to creating greater
accessibility, even if it is an unintended use.

iPod Overview

There are many models of iPods, and some are more accessible than others. If
you have requests to put alt media on an iPod, it is very important to know what
model of iPod the student has before you begin.

Current iPod Models

Currently, there are three base models of the iPod available from Apple. They
are the iPod (5™ generation or Video), the iPod Nano, and the iPod Shuffle. All
of these models are available with differing amounts of storage capacity. It is
important to note that the iPod Shuffle has no LCD screen.

You can find detailed information about different iPod models currently
available form Apple at www.apple.com. There is also an excellent iPod
Comparison of all the iPod models ever made, at Wikipedia: bttg://en.wikigedia]



http://en.wikipedia.org/wiki/IPod
http://en.wikipedia.org/wiki/IPod
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Format Considerations for iTunes

It is possible to play many media formats in iTunes and on the various iPod
devices, but which ones are the most accessible? It turns out that when dealing
with media formats in iTunes, most of them will allow you to enhance the
content for greater accessibility. Of course, there are exceptions and some subtle
differences between the different file types.

In order to better understand the format issues within iTunes, we need to first
look at the world of media file formats outside of iTunes. As you know, there are
many applications used to create digital content, and while these tools deliver
media formatted to specific standards and specifications, the companies that
manufacture these tools inevitably want to add optional elements and slight
variations in their interpretation of the standard specification. Recognizing

this inevitable fact, the consortiums of peope who develop and specify the
“standards” have allowed for extensibility in the media formats by providing
ways to embed extra information without compromising the core content of the
media file.

Using this extra information, manufacturers of hardware and software players
are able to include extra functionality into their products for playing these
“enhanced” media files. So it is that you may face several files created with
different authoring tools- all of which are supposedly of the same format or
“type”, but they can offer different functionality when you try to play them in
different players.

Keeping track of which applications will deliver the format types best suited
for your needs can be a never ending task, considering the pace at which new
versions of authoring tools are released, and the ever-evolving media format
standards and specifications. One of the reasons iTunes has become a popular
tool is that it offers the ability to easily organize and manage many different file
types, as well as the fact that it is the only way to put music on the very popular
iPod devices.

Know What You’re Working With

Due to the wide variability of media players, it is important to know as much as
possible about the format of your podcast files as well as the media player that
will be used by the student needing to access the files.

While most file formats can be imported and played with iTunes, there can be
some variation in how different applications will export information to a given
format. This means that you can have several different files in the same format,
and they can all still be slightly different. This is especially true when dealing
with video files. Audio files are generally easier to deal with, and you can use
iTunes to transfer the embedded “extra” content when converting across file
formats.
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Audio File Formats

There are three general ways to import audio files into iTunes:
1) directly from an audio CD

2) Directly from your hard disk

3) Download from the iTunes store or as a Podcast.

When you import an audio file from a CD into iTunes, you are actually
designating a file format (type) at that point and time. iTunes will read the audio
information from the CD and convert it into a compressed file format. iTunes
allows you to import audio files from a CD in the following formats: AAC,
AIFF, Apple Lossless, MP3, and WAV. With the exception of the WAV and
Quicktime audio file formats, all of these audio formats allow you to embed a
text file within iTunes.

It is more likely, however, that you will be importing digital audio files that
were created for distribution over the web. You may receive these files as an
email attachment, via a podcast, a thumbdrive, or directly across a network.

Regardless of the method of delivery, audio files are ususally in a format
that can be directly added into iTunes. In this case, the file format remains
unchanged when you import the file into iTunes- so if you import an MP3 or
WAV file, it will show up in iTunes as the same file type.

In the 1Tunes “File” menu there are commands to both “import...” and “add
file”. The difference between the two is that adding a file leaves the format
the same, where importing a file uses the importing settings from your iTunes
Preferences to convert the file(s).

Once you have the file imported into iTunes, it is possible to easily convert

the file into a different format by right-clicking the file and selecting the
“convert file to” option. The file format you convert to is determined within the
“Importing” tab of the “Advanced” tab within the “Preferences” dialogue for
iTunes.

Video File Formats

It is possible to import Quicktime MOV, MPEG4, and h264 format video into
iTunes. However, it the files are going to be used on an iPod, the files need to
be sized to 320 x 240. iTunes will allow you to embed the same information
about artist, album, genre, etc., as is possible with audio files. In addition to
this information, you can specify whether or not the video file is a music video,
a television show, or a movie. Music videos will appear in the Music Library,
whereas television shows and movies will be displayed under those same
headings in the Library.
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RSS Feeds and Aggregators

RSS - What’s in a name?

RSS (Really Simple Syndication, Rich Site Summary, RDF<resource
description framework> Site Summary)

RSS Feed: A convenient and simple method for delivering digital content

via the internet. Using XML to specify the media format, RSS allows for the
delivery of a wide range of digital content into a common viewer, known as an
aggregator. An aggregator allows you to select RSS feeds to monitor and specity
how frequently they should check for new content and how they should proceed
with downloading it. One powerful aspect of using RSS technology is the
ability to stop receiving content whenever you want, unlike email and Instant
Messaging.

RSS Aggregator: Software that manages content delivered via an RSS feed.
Sometimes called a news aggregator, feed reader, search aggregator, and news
reader, an aggregator is simply a tool that allows you to gather and manage
content distributed via RSS feeds.

Essential elements of an RSS feed

An RSS feed is basically a container for some sort of digital content, but in
addition to the content itself, information can be added that describes the digital
content, the website it came from, and the people who maintain the content and
website.

Every RSS feed contains at least one “item” (digital content) associated with
three primary pieces of information:

o Title
e Description
e Link

There are many other types of information that can be associated with items in
an RSS feed, but the above three elements are required in every item of an RSS
feed.

There can be up to 15 items in any particular feed, and these items are contained
in a “channel”, which also contains at least three primary pieces of information:
o Title

e Description

e Link

In addition to the items contained in a channel, the RSS feed must contain
information about which version of XML and RSS is being used.
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It is possible to create a very simple RSS feed with only these basic elements.
Just the same, it is also possible to create much more complex RSS feeds that
contain a wealth of extra information. Since the primary feature of XML is its
extensibility, the possibilities for expanding the content of your RSS feed are

primarily limited by your own imagination.

Making an RSS Feed

If you’re not using an RSS Feed Creation Application or service, making an
RSS feed requires some ability with html coding. If you are not comfortable
with editing the html code of your website, please designate this task to the
appropriate individual or department.

Creating an RSS feed by hand is often described as an easy task by people who
are comfortable with entering HTML or XML code directly, but it may prove

to be more of a challenge for those who are not comfortable editing their own
code. If you are not comfortable entering and editing your own code, you may
want to explore some RSS management applications. See the end of this section
for more information on these resources.

For those of you who are comfortable with entering and editing your own code,
here is a sample of the simplest RSS feed:

<?xml version="1.0" ?>
<rss version="2.0">

<channel>

<title>Jayme’s Podcast</title>

<description>Jayme creates a podcast with no theme or purpose, and
updates it with dead air every week.</description>
<link>http://www.htctu.net/ACT/podcasts.html</link>

<item>

<title>Dead Air for February 19, 2007</title>

<description>The latest installment of nothing</description>
<link> http://www.htctu.net/ACT/podcasts/02192007.html </link>
</item>

</channel>

</rss>

NOTE: When embedding images to represent an RSS feed, the <title> tag
contents will be converted into the ALT attribute of the <img> tag when
rendered into HTML.

While it is true that you can potentially increase the accessibility of your
podcast by including extra information with the optional tags allowed in the
RSS specification, keep in mind that not all aggregators recognize or harvest all
of the optional tags.
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Aggregators

Aggregators are tools that do exactly what their name implies: they aggregate
RSS feeds. Some of the earliest uses of aggregators were in collecting news
posts and email communications through tools called News Readers. Today the
use of RSS has grown to include every type of content imaginable, and many
browsers and email clients also offer some form of aggregator functionality.

More RSS Information:

RSS Feed Creation

List Garden: Free RSS Feed Generator - http://www.softwaregarden.com/
products/listgarden/index.html

RSS specifications and other information from the RSS advisory board -
&ww.rssboard.orgj
The RSS feed validator from World Wide Web Consortium - bttg://validator]

Windows XP Aggregators

Opera — This free web browser offers RSS aggregator tools in addition to other
tools for accessibility, web development, and other customization.

Dpera.co

SharpReader — An RSS feed aggregator that uses Microsoft’s .NET technology.

btm://www.shagreader.netél

Mac OS Aggregators
News Reader — A dashboard widget that allows you to view unlimited RSS

feeds. bttg://Www.benkazez.com/newsreader.ghd

MuleNewz.dock — A “dockling” that allows convenient access to RSS feeds

via your preferred web browser. bttg://www.mulle-kzbernetik.com/softwarej

iBlog — An application that allows you to create RSS-enhanced blogs as well
as subscribe to other RSS-enabled blogs and newsfeeds. bttg://www.liﬂi.comj

|Eroducts/iBlog/main.htg

Linux Aggregators
rss2email - Get an email notification when there is updated content available.

btm://Eackages.debian.org/unstable/mail/rss2emai!

Akregator — An RSS aggregator for the KDE desktop, and works with the

Konqueror web browser. bttg://akregator.kde.orgj

Straw 0.26 — For the GNOME desktop, an aggregator that manages multiple
types of feeds. bttn://www. gnome.org/grojects/strawd

Sage — An extension for the Mozilla Firefox browser that allows for
customization of results through style sheets. bttg://sage.mozdev.org
Liferea — An online news feed aggregator for the GTK\Gnome Desktop. th:/J

ﬂiferea.sourceforge.netél



http://www.rssboard.org/
http://www.rssboard.org/
http://validator.w3.org
http://validator.w3.org
http://www.opera.com/
http://www.opera.com/
http://www.sharpreader.net/
http://www.benkazez.com/newsreader.php
http://www.mulle-kybernetik.com/software/MulleNewz/
http://www.mulle-kybernetik.com/software/MulleNewz/
http://www.lifli.com/Products/iBlog/main.htm
http://www.lifli.com/Products/iBlog/main.htm
http://packages.debian.org/unstable/mail/rss2email
http://akregator.kde.org/
http://www.gnome.org/projects/straw/
http://sage.mozdev.org/
http://liferea.sourceforge.net/
http://liferea.sourceforge.net/
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iTunes as an Alt Media Tool

Despite it’s inherent accessibility issues for people with visual disabilities,
iTunes offers some interesting features as an Alt Media tool. With the ability to
organize and enhance a variety of digital formats in one application, the ability
to create customized organization schemes to better organize your production
files, allowing students greater flexibility in how they use the alt media you
produce, and being a free download, iTunes is a tool worth having and knowing
how to use.

Overview of iTunes Application

1Tunes is a free application that can be downloaded from the Apple website
(&ww.aggle.com/ituned), and it allows you to enhance audio and video files in
ways that make them easier to organize and manage, as well as making them
more accessible for people with certain disabilities. Unfortunately, iTunes is not
a very useful or accessible program for people who are blind or have low vision.
While this inaccessibility for people who are blind or have low vision is a major
issue, iTunes remains a popular application with many people seeking a tool for
organizing and accessing digital media.

The iTunes interface is very graphically based, with redundant icon controls for
many of the menu options. There are some keyboard commands available, but
not for every function. It is possible to customize the iTunes interface to display
specific information, and you can create custom genres to help organize your
information.

8] Top 25 bast Pla...
[§ Chennel Frader... |

(4] Joe Cartoon

[$ Or-The-Go 1

[H on-The-Go 2

[§ Podcasts

[H Purchased =
4 v et e Used: 19.28 68 ] Free: 8.5 GB 0 photos

1.

I I S | [~ [ =

iTunes Main Interface
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Getting Files into iTunes

There are two primary ways to get files into iTunes. You can import files from

a standard audio CD, or you can import files via direct digital transfer (moving
files that are already digitized and available through your computer’s hard drive,
USB, network, or internet connection).

NOTE: You can import an entire file folder into iTunes, by selecting “File”
and then choosing “Add Folder to Library...”

Organizing Files in iTunes

iTunes offers several ways for you to organize media files. Once you have a file
imported into iTunes, it will be displayed in the iTunes main windor. The library
media selector is located in the upper part of the left-side control frame:

Fle EdR Cortrols Wew Store Advanced Help iTunes (| =1]F]

o

Sample Rate_Category  Kind

DE¥ICES

¥ [ Javme Johaso... ©
JA Music

iTunes Library Media Selector

When you select a type of media file in the library, the corresponding files

are displayed in the main content window. You can quickly switch the main
window view between a detailed list and combinations of a detailed list and
album art. Selecting a media file from the main content window will allow
you to play that file by using the control buttons from the top frame or from
the menu bar (or you can double click the file). When you play a media file in
iTunes, information about the song is displayed in the center of the top frame
(the iTunes Status Display), or alternately, you can display the audio frequency
levels of the file in real time, via the iTunes stereo graphical equalizer display.

NOTE: You can determine which icons will be displayed under the Library
in the “General” tab of the iTunes Preferences dialogue.

Getting File Information

To access and change the file information within iTunes, use the “Get Info”
dialogue. To bring up the “Get Info” dialogue for a file (or group of files), select
the file(s) within iTunes, and either select “Get Info” from the “Files” menu
(Files\Get Info), press CTRLI, or right-click on the file(s) and select “Get Info”
from the available options. This will bring up the “Get Info” dialogue for iTunes

11
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(if you have multiple files selected, you will be prompted to determine if you
really want to set information for multiple files). It is important to remember
that you will be able to access more types of information for single files than
you can with multiple files selected.

€ Alice in Wonderland Chapter 01 E]

‘?Inh:u | Options | Lyrics | Artwork |

Alice in Wonderland Chapter 01 (12:01)

Kind: AAC audio file Profile: Low Complexity
Size: S6MB Channels: Mono
Bit Rate: 64 kbps Encoded with: iTunes v7.0.2.16, QuickTime 7.1.3

Sample Rate: 44,100 kHz
Date Modified: 2/21j2007 3:59 PM
Play Count: 0
Last Played: Mot available.

Where: C:Documents and SettingsljjohnsoniMy DocurnentsiMy MusicliTunesliTunes MusiciJnknown
Antistinknown Albumlalice in Wonderand Chapter 01 2.m4a

[ Previous ][ Next ] I oK ][ Cancel ]

1Tunes Information Dialogue

Summary
The Summary tab displays the basic information about the file, including its
size, location, file format, and other useful information.

Info
The Info tab contains information such as Name, Album, Artist, Genre, and
others, including a comments field.

Options
The Options tab provides the tools for creating custom volume and equalizer
settings, as well as controls for different timing settings.

Lyrics

The Lyrics tab features a text field where you can insert Lyrics or Text
Transcripts for the audio file. This information can then be viewed during
playback on iPods.

12



Accessible Podcasting Training Manual

Artwork
The Artwork tab allows you to embed artwork for the file.

Searching for Files
You can search all information displayed in the iTunes library, by using the
Search window in the upper right corner of the iTunes main interface.

Converting File Formats

When you convert a file format in iTunes, you are actually creating a copy

of that file in another format. In order to convert a file format, you must first
specify the format you want to convert to by using the iTunes Preferences
dialogue. You can access the import settings by opening the iTunes Preferences
dialogue and selecting the “Advanced” tab, and then selecting the “Importing”
tab.

| General | Podcasts | Playback | Sharing | Store | Advanced |Pa|enta| Control

| Genesal | Importing | Burning |

On CD Insert: : Ask ta Import CD

Import Using: l AAC Encoder v

Selting: |High Qualiy (128kbps) v

Details

64 kbps (mono)f128 kbps (steres), optimized for
MMXISSEZ.

[] Play songs while importing or converting
Automatically retrieve CD track names from Internet
Create filenames with track number

[[] Use error conrection when reading Audio CDs

IUse this option if you experience problems with the audio
quality from Audio CDs. This may reduce the speed of
importing.

Mote: These settings do not apply to songs
downloaded from the iTunes Store,

[ oK I [ Cancel

Import Options in iTunes Preferences Dialogue

13



Accessible Podcasting Training Manual

Genres

One of the useful features of iTunes is the ability to create custom genres. You
can specify a custom genre through the “Info” tab of the iTunes “Info” dialogue,
by simply typing in the name you want to use directly into the Genre field. This
gives you the ability to create your own indexing system for the files you create.

€ Alice in Wonderland Chapter 01 E]

Summary||ﬂf0 Options | Lyrics | Artwork
Name
|Alice in'Wonderland Chapter 01
Artist Year
Album Artist Track Number.
I ot ||
Album ~ Disc Number _
l | [ ]t
Grouping ~ BPM
Composer
Comments
( [ Part of a compilation
[ Previous ] [ Mext ] [ oK ] [ Cancel ]

Genre Selection/Specification field in iTunes Info dialogue

Enhancing Audio Files for Accessibility

1Tunes offers some helpful features for making audio files more accessible as
well as more user-friendly. Audio files can contain a text transcript that can be
viewed during playback, and they can be converted to an audiobook format.
The audiobook format allows iPod users to control the playback rate of the file,
and it remembers your place if you have to stop listening to the file part way
through.

Embedding text transcripts in audio files using iTunes

Using iTunes, it is possible to add a text transcript to most audio files that can
be viewed with the iTunes application as well as the newer iPods with digital
displays. There are two audio formats that do not support this capability in
iTunes: WAV and Quicktime Audio. Unfortunately, iTunes limits the amount
of text you can insert in the Lyrics field to about 64 KB, so arrange your media
accordingly.

14
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To insert a text transcript into an audio file:
First copy the text transcript to your clipboard, using your word processor of
choice.

Next, open the iTunes application.

Locate the audio file in the iTunes library.

Select the audio file by clicking it with your mouse.

Open the Information dialogue, either through the File menu (File\Get Info),
by pressing Ctrl+I, or right-clicking the file and selecting “Get Info” from the
available options.

Once the Information dialogue is open, select the “Lyrics” tab.

Click inside the text window and press CTRL+V to paste the text transcript into
the window.

Click “OK” at the bottom of the Information dialogue.

Creating Audiobooks in iTunes

The audiobook format is built on the ACC format, which means you must begin
the process with an audio file in AAC format. If your audio files aren’t AAC,
use iTunes to convert them to AAC.

In order to convert the files to AAC, you will first need to select AAC as the
import format from your iTunes Preferences dialogue.

From the “Advanced” tab of your iTunes Preferences dialogue, select the sub-
tab labeled “Importing”.

Select “AAC” from the “Import Using:” pull-down menu, and click “OK”.

| General | Podcasts | Playback | Sharing | Store Advanced IF'alenlal Control |

General | Importing |Burning

On CD Insert: | Ask ta Import CD v

Import Using: | AAC Encoder v

Setting: (AIFF Encoder b
Apple Lossless Encoder
MP3 Encoder
WbV Encoder D, optirnized For
MMXJSSE2.

Setting the Import Options to AAC

15
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In the main window of iTunes, select all of the files you are converting to AAC.
Right click on any of the selected files, and choose “Convert to AAC”. iTunes
will begin the conversion process, and you can view the progress in the iTunes
status window.

Once all of the files have been converted to the AAC file format, right click on
one of the files and select the option “Show in Windows Explorer”. A window
will open, displaying the directory on your hard drive that contains the AAC
file.

Notice that the AAC files end with an .m4a extension. This extension must be
changed to .m4b to convert the files into the Audiobook format. You can do this
one file at a time through Windows Explorer, or you can use the command line
to process them all at once.

Using the Command Line

To use the command line for changing the file extensions of the .m4a files, Click
on the Windows START button and select “Run...”. In the window that appears,
enter “cmd” in the text field labeled “Open:” and then click “OK”. A command
line window will open.

Navigate to the Folder

Type “cd” followed by a space and then the complete directory path to the file
as displayed in Microsoft Windows, and press <ENTER>. You should now be in
the directory where your AAC files are stored. To verify this, type the command
“dir”. If a listing of your AAC files is displayed, then you have successfully
navigated to the correct directory.

Changing the Extension

To change the extensions of all your AAC files from .m4a to .m4b, enter the
following command: “ren *.m4a *.m4b” (There is a space after “ren” and after
“* m4a”). This will change all of the .m4a file extensions to .m4b extensions.
Enter the “dir” command again to verify that the .m4a files are now .m4b files,
and then type “exit” to close the command line window.

Cleaning Up

Now you must clean up the leftover files in iTunes. Because we made the
changes to the file extensions outside of iTunes, it still expects to see the .m4a
files. iTunes will still display the files, but if you try to play them you will get an
error message. These .m4a files in the iTunes Music library are now just broken
placeholders. To clean out the old .m4a files, select them and press the delete
key.
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Getting the Audiobook into iTunes

In order to get the .m4b files to display in iTunes, you have to add them to your
library through iTunes.

Go to the “File” menu of iTunes and select “Add Folder to Library...”.
Navigate to the folder that contains the .m4b files, and select “OK”.

iTunes will process the files in that folder and add them to your Audiobooks
Library.

Now that you have the files in Audiobook format, you will want to make sure
that they can be easily accessed. iPods don’t offer the ability to manage the
audiobook files by album or artist, which means all of the files will be listed
by song name first, and then the artist. Consider making each chapter title
begin with the name of the book for more convenient use on the iPod devices.
Entering the correct data in the “Track #” fields will also help keep the files
properly organized.

Enhancing Video Files for Accessibilty

iTunes will allow you to play Quicktime MOV format videos as well as MPEG4
format videos. Once you have these video files in your iTunes library, you

can add the same sorts of information to them that you can add to audio files.
However, if you want to add synchronized captions, you’re going to have to do
it outside of iTunes.

A popular option for creating captioned video files for iTunes and iPods is
Quicktime Pro, though you can use a variety of other tools to perform digital
captioning. When using Quicktime Pro, choose to export as MPEG4 in order to
retain the captions, exporting as iPod movie strips out the captions.

No matter what tool you use to perform your digital captioning, remember
that some people may choose to watch the video on their iPod, so be sure to
use a font size that is easily readable. Size 18 to 20 font on a 48 pt background
generally works well.

Using Playlists

Playlists are a powerful tool for organizing audio and video files within iTunes
and on the iPod devices. There are two basic types of playlists, “Smart” playlists
and regular playlists. The primary difference between a Smart Playlist and any
other playlist is that Smart Playlists can be automated to keep themselves up to
date and otherwise properly managed whereas regular playlists require manual
intervention in order to be changed or updated.

NOTE: When using “Smart Playlists” having the “Live updating” option
will cause any copies you make of the source files to be added to the playlist
automatically.

17



Accessible Podcasting Training Manual

Creating Playlists

To create a regular Playlist in iTunes, go to the File menu and select “New
Playlist”. A new playlist will appear at the bottom of the Library, with the text
“untitled playlist” highlighted in blue. Type the name for the playlist and press
<ENTER>.

To create a Smart Playlist, go to the File menu and select “New Smart Playlist”.
A dialogue box will open with options for configuring the smart playlist.

€2 Smart Playlist X

Match the following rule:

|Artist v| |contains v| || |
[ Limit to |25 | |items v| zelected by

[ Match only checked items
Live updating

[ Ok H Cancel ]

Creating a Smart Playlist in iTunes

Using Genres and Smart Playlists

Smart Playlists can be used to organize information by using Genres to
selectively filter out or selectively include different criteria. You can use
multiple selection criteria to create a variety of different playlists that will keep
themselves updated with any new media you add to the library matching their
specifications.

Burning Files to a CD

You can use iTunes to burn media to a CD if your computer has a recordable
CD drive. To do this, first create a playlist and add the files you want to burn to
CD. Next, select the playlist and then select “Burn to Disc” from the File menu.
Alternatively, you can click the “Burn to Disc” icon that appears in the lower
right corner of iTunes when you insert a blank disc into the recordable CD

drive.
i 2 # page0002 0:09  AAC audio file DAISY Phonet
E TW Shows 3 # page0003 25137 AAC audio file DAISY Phonet
,-@-, Podeasts 4 # page0003 25137 AAC audio file DAISY Phonet
m o —— 5 # page0004 3732 AAC audfo F!Ie DAISY Phonet
J : ] # page0005 1113141 AAC audio file DAISY Phonet
[# 505 Music 7 © page000s 1:0%:32  AAC audio file DAISY Phonst
[#1 Know How DAIS... 8 @ pagel0o7? 48115 AAC audio File DAISY Phanet
rﬂ My Top Rated 9 # page0003 1:02:31  AAC audio file DAISY Phonet
@ Recently Added 10 © page0009 1:09:22  AAC audio file DAISY Phonet
rﬂ Recently Played 11 # page0010 41:23  AAC audio file DAISY Phonet
12 # page0011 46:02  AAC audio file DAISY Phonet
[#] Top 25 Most Pla... o
13 # page0012 49:18  AAC audio file DAISY Phonet
[H channel Freder.. |14 pagelni3 7:17 | AAC audia file DAISY Phonet
|1'| Doogtoons 15 # page0014 10:14  AAC audio file DAISY Phonet
|1‘| Joe Cartoon
|1‘| Know How Audic., v | < € "]
% 15 sangs, 9.3 hours, 262.7 ME

Burn to Disc Icon
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DAISY to iPod

It is possible to use digital text to create audio files by using the Phoneticom
DAISY Generator. Using the DAISY file, you can convert the text and audio
into enhanced MP3 files for students, and for those students with iPods, you can
even make Audiobooks that allow you to adjust the playback rate in addition to
keeping your place when you stop in the middle of a file. Because iTunes will
only allow you to insert about 64 KB of text in the Lyrics field, you must create
the DAISY book with sufficiently sized sections.

To convert the DAISY file, you will need to use Windows Explorer, an HTML
browser such as Firefox or Internet Explorer, and iTunes. You will obtain the
text for each MP3 file by copying the appropriate text from the .html files in the
DAISY book. Then you will insert that text into the Lyrics field of the MP3 file.

NOTE: You can only insert 64 KB of data in the Lyrics field within iTunes.

Extracting text and matching it to sound:

In Windows Explorer, open the folder with your DAISY files, and select “View
Details” from the “View” menu.

Next, organize the files by “Type”. There will be a collection of .MP3 files,
.SMIL files, and two .html files, “content.html” and “ncc.html”. Open the files
“content.html” and “ncc.html”.

% DAISYfiles 9[(=(E3
File  Edit Miew Favorites Tools  Help f'
e Back ~ () l_? P ) search H__" Folders '

Address |@ CiiDocuments and SettingstjjohnsoniMy Documentsialk Media Sample FilesiSample Documentstanimalf armiDasyfile | Go
Folders X Mame Size | Type Artist ~
= B My Documents ~ [D)images File Folder
) ACT evaluations ) OKE Cascading Style Sh...
=l [ Alt Media Sample Files €] content.html 243KE  HTML File
[ MP3 Training stuff &) nce. bl SKE HTMLFie
= ) Sample Documents ] page0001.mp3 SKE MP3Format Sound
[C5) ALICE'S ADYENTU &) pane0002.mp3 E3KE  MP3 Format Sound
= @ animalfarm =% | page00os. mpd 2,583 KE MP3 Format Sound
|2 DalsYFiles € pane0004.mp3 4,731 KB MP3 Format Sound
@ DAISY C‘ﬂ 3020005, mp3 1,733KB  MP3 Format Sound
[C5) how to change sp &) panenooe mp3 3,176 KE  MP3 Format Sound
I25) html Files & page0007.mp3 2,816 KE MP3 Format Sound
) Sample Sounds & page000s.mp3 3,652KB  MP3 Format Sound
53 Sample voices & page0009.mp3 4,089KB  MP3 Format Sound
I3 Apple & pageno10.mp3 3,641 KB MP3 Format Sound T
[C5) AT resources @@M 3,335 KB MP3 Format Sound
() udio-niav.php_Fles master.stmil 2KE SMIL Fie
[ Camtasia Studio Dage000t.smil 2KB SMIL File
I3 Conferences |12 pagenonz. smil 2KB SMIL File
I3 Correspondence paqe0003, smil 30KE SMIL File
7 Fuharink v a0e0004.smil S3KE  SMIL File v
< | > < | IS
Type: Cascading Style Sheet Document Date Modified: 2/26/2007 3:33 PM Size: 0 bytes 0 bytes j My Computer
DAISY Files by Type
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content.html

The content.html file contains exactly what it says it does, the contents of the
DAISY book, in one continuous file. You will extract the text from the content.
html file to embed in the appropriate audio files within iTunes.

The data in content.html is separated into sections that begin with text formatted
as Heading Level 1. These portions of text correspond to the MP3 files in the
DAISY book, named “pageXXXX.MP3”, where “XXXX” represents a number.
The first section of the content.html file corresponds to the MP3 file “page0001.
MP3”, and the second section corresponds to “page0002.MP3”, and so on till
the end of the DAISY book.

Page Numbers

You will notice that occasionally a single number will appear with a blank line
above and below it. These numbers that are separated from the rest of the text
with blank lines are the page numbers, corresponding to the page numbers of
the original print book. There is no special marker to identify them that you can
see in your html browser, but the pattern of blank lines is distinctive enough to

%2 Animal Farm. - Mozilla Firefox

File Edit Wiew Go  Bookmarks  Tools  Help
I
;:l - I_l = @ @ L1 file:f{fCDocument s 20and % 205ettings/jjohnson/My9e20 @ Go Gl,nsional Flux capacitar

’ Getting Started L:vl Latest Headlines

D Textaloud Speak. Stop |:?;, add Article | # Zoom+ =L Zoom- Options = | Mary A

¥

<
Speak Selection  Auto Reading Mode  Stop Speaking

[] High Tech... | E 3 http:...tmiz | <0 Foothil-D... | [] ATwikiH... |[] Larswiki-... | & The Linux... | C The Chro... | L] Animal ... | B
e e

-

Sweeter yet shall blow its breezes On the day that sets us free.

For that day we all must labour, Though we die before it break, Cows and horses, geese and turkeeys, Al must
tod for freedom’s sake.

EBeasts of England, beasts of Treland, Beasts of every land and clime, Hearlen well and spread my tidings Of the
golden future time.

The singing of this song threw the animals into the wildest excitement. Almost before Wajor had reached the end,
they had begun singing it for themselves. Even the stupidestof them had already picked up the tune and a few of
the words, and as for the clever ones, such as the pigs and dogs, they had the entire zong by heart within a few
mittes. And then, after a few preliminary tries, the whele farm burst out into “Beasts of England” i tremendous
umison. The cows lowed it, the dogs whined it, the sheep bleated it, the horses whinnied it, the ducks quacked it.
They were so delighted with the song that they sang it right through five times i succession, and might have
contimed singing it all mght f they had not been mterrupted.

Tnfortunately, the uproar awole Mr. JTones, who sprang out of bed, malking sure that there was a fox i the yard.
He zeized the gun which always stood in a corner of lis bedroom, and let fly a charge of number & shot into the
datlness. The pellets buried themselves in the wall of the barn and the meeting brokee up hurniedly. Everyone fled

Page Number to his own sleeping-place. The birds jumped on to thewr perches, the animals settled down in the straw, and the
g whole farm was asleep i a moment.
\ L=
|7
N ?
Chapter 2.

Three mghts later old Major died peacefully in his sleep. His body was buried at the foot of the orchard.

DAISY file “content.html”
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allow for quick selection of data by page(s).

Parsing the Pattern of content.html

The very first item in content.html will be the title of the DAISY book formatted
in heading level 1, followed by any text that might be on the first page, and then
a blank line, and the number 1 followed by another blank line. The next line of
text begins page 2, which will end with a blank line and a number 2 followed

by another blank line, and then page 3 begins and continue on to a number 4
separated by blank lines, and it continues on in this fashion.

Occasionally you will find a selection of text formatted as a heading level, and
this indicates the beginning of a new section of the DAISY book, meaning

a new MP3 file and corresponding set of text pages. In this manner you can
identify which sections of text correspond to each MP3 file.

If you are comfortable examining the html code, there is a unique tag that
identifies the page numbers, a <span> tag with a class designation of “page-
normal”. This can be helpful in situations where there are several numbers

together and it is unclear which number is the actual page number of the DAISY
book.

You can also use the NCC.html file to assist in the process of aligning specific
sections of text with the corresponding MP3 files. The NCC.html file contains
only the headings of each section, followed by a list of the page numbers for
that section. Using the NCC.html file allows you to quickly see the title text of

) Animal Farm. - Mozilla Firefox
File Edit Wew Go Bookmarks Tools Help

@ -5 - @ @ [0 Filefjic:{Document s 20and % 205et tingsfijohnson My % 20D ocurent s Al 20Met v: ® Go .Qnsiondf’hx cepatitc\l:
P Getting Started B Latest Headlines
B Testtloud speak [ Stop [3 Add Article | ®. Zoom+ =, Zoom- | Options = Mary v
e,
ol
Speak Selection  Auto Reading Made  Stap Speaking
[ ] High Tech... |E Jhttp:...bkmi7 | <0 Foothill-D... | [ | ATwikiHo... [ ] LarsWiki-...| £} Thelinuc...| C The Chro... | [ AnimalFa... | || AnimalF.. | £

~

Animal Farm.

1

Animal Farm.

Chapter 1.

234567

Chapter 2.

8810111213141516 17

Chapter 4.

181920

DAISY file “NCC.html”
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each section, and verify the last page number of text content for that section.

Preparing the Files for Text

Now that you can identify the separate sections of the DASIY book, you will
bring the audio files into iTunes and then embed the corresponding text.

Using iTunes, select “File” and then “add folder to library...”.
Browse to the folder that contains your DAISY files, and select “OK”.

iTunes will proceed to import the MP3 files into your library, and will ignore the
other files. You can monitor the progress of this process in the status window of
iTunes.

When iTunes has completed importing the files, you will want to enter
information about the DAISY book to allow you to differentiate and manage the
files.

First, arrange the music files according to “Name”, and then scroll down to the
“P” section and find the file named “Page0001”.

All of the MP3 files from your DAISY book should be listed, from Page0001 to
the end.

Notice that the Album, Artist, and Genre columns are blank for these files.
Before proceeding, you must first enter data into these fields in able to better
manage the files. Without entering at least an Album name or Artist information,
your DAISY files would quickly become lost in a sea of files all named

iTunes -

Bie Edt gorkrols View Jtore pfdvanced Help

rl

Time Kind Artist
& Alice in Wondarland Cha... 12:01 MPEG audio fle

o Alice in Wonderland Cha. .. 12:01 Apple Lossless 8.

# Alice in Wonderland Cha... 12:01 AAC audio fils
# MO-Caption_sanzle

~ P 1 2/21f2007 4:31
4:40 MPEG-4 video file
™ paged0Dl 0:01 MPEG audio file
# page0002 0:21 MPEG audio e

o page0003 14:41 MPEG audio file
¥ page000+ 26:54 MPEG audio file
o pagel00S 9:51 MPEG audio file
o page0006 18:03 MPEG audio file
o page0l0? 16:01 MPEG audio file
# page000s 20:46 MPEG audio file
# page000y 23:15 MPEG audio fle

& page00l0 20:42  MPEG audio file
18:58 MPEG audio file

Freshly Imported DAISY Files
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“Page0001”, “Page0002”, “Page0003”, etc.

Select the block of MP3 files and bring up the “Get Info” dialogue to enter the
basic information of the DAISY book. You may be asked if you really want to
change the information of many files at once, say yes.

When the Get Info dialogue appears, you can fill in the proper information
from the DAISY book to identify the files. Enter student and book information
where appropriate, and adapt every field to contain whatever organizational
information you want to use to sort and search the information. When you are
finished, click “OK” and the information will be added into the MP3 files.

Matching text to the sound files

Using your .html browser, open the file “content.html” from your DAISY book.
Select the first heading and any following text, down to and including the last
page number before the next heading. Copy this text to the clipboard, and
switch back to iTunes.

In iTunes:
Select the first MP3 file from your DAISY book

Open the “Get Info” dialogue (CTRL+I)
Select the “Lyrics” tab
Click inside the blank text field of the Lyrics tab

Paste the contents (CTRL+V) of the clipboard into the text field of the Lyrics
tab

€ page0014 53

Summary || Info Optiong | Lwics | Artwork

EMa DEREYICNS (hat Sorme PEopie Matiest, DU (Fe PIODISm Ofes a3 wWel. 53 We nave fed o o
indic:ate throughout, all experiences and behaviors are useful and appropriate, depending only
upon the situation in which they are manifested. Thusz, every human

260

being-including vou—iz a resource, harboring a wealth of experiences and behaviors that are
the very things another perzon needs ta tum his or her failures, disappointments and frustrations
inta enriching experiences and gratifying successes,

Therefare, what we have prezented in these pages iz only a sampling, a taste of what iz
available and what iz possible. The internal processing distinctions that we have described can
be found in every thought, interaction, deed, skill and rezponge that human beings have. The
method that organizes thoze distinctions iz not a map of human beings, but a way of mapping
them az they move through the many situations that make up their lives. Life does not have to
be a series of default responses, determined by worldly happenstance. In providing you access
to the othenwize hidden realms of internal processing that underlie every person's experiences
and behaviors, the understandings and formats presented here can be-come for vou a means
of perzonal evolution. Applied to large groups of people whao could benefit from having new
choices about their experiences and behaviors, these understandings and formats (and the
EMPRINT method itzelf] can become a means of social and cultural evolution as well,

‘wie hope that as you live each of your days, there will be incidents, comments, or stray notions
that raize questions in your mind that will bring wou back to thiz book, searching for information

and understanding. “We did not write this to be read and then put in a bookcasge, to help keep
dust off the shell. “We intend it to be uzed to provide practical and accessible wayps of

achieving goals in general, as well as the specific goals described in each chapter. 'We intend

it to be an experiential prezentation of a method capable of generating thoze leamable human

Previous ][ Mext ] [ QK ][ Cancel

Pasted Text in the Lyrics Field
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Check the last line of the text to verify all text was copied over.

Using the NCC.html file as a guide, select the next set of pages to be inserted in
the next MP3 file.

Copy and paste the information into the Lyrics tab of the next MP3 file and click
“OK”.

Repeat the process for each of the remaining audio files.

When you have finished, you will have MP3 files with embedded text that can
be accessed by a variety of portable MP3 players and software applications.

NOTE: When selecting text in your internet browser: If you’re unsure
whether a particular number is a DAISY page number or not, you can
find the answer in the html code. The DAISY page numbers are identified
in the .html source file by a specific tag that precedes the number: <span
class="page-normal”>.

Converting to Audiobook Format

There are two distinct advantages to using the audiobook format over the
general audio format of iTunes, the ability to keep your place in a song, as well
as the ability to decrease or increase the playback rate.

In order to take advantages of these features, you must first convert your MP3
files into AAC files.

NOTE: Some of the following steps may be easier to perform if you set
Windows Explorer to display file extensions (Tools\Folder Options\”View”
Tab).

In order to convert the files from MP3 to AAC, you will first need to select AAC
as the import format from your iTunes Preferences dialogue.

From the “Advanced” tab of your iTunes Preferences dialogue, select the sub
tab labeled “Importing”, and select “AAC” from the “Import Using:” pull-down
menu.

In iTunes, select all of the MP3 files that make up the DAISY book.

Right click on any of the selected files, and choose “Convert to AAC”.

1Tunes will begin the conversion process, and you can view the progress in the
iTunes status window.

Once all of the files have been converted to the AAC file format, right click on
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one of the files and select the option “Show in Windows Explorer”. A window
will open, displaying the directory on your hard drive that contains the AAC
file. Select the “Details” view, and notice that the original MP3 files are in the
same folder, and that they are intermixed with the AAC files. Click the column
titled “Type” to sort the information by file type.

Notice that the AAC files end with an .m4a extension. This extension must be
changed to .m4b to convert the files into the Audiobook format. You can do this
one file at a time through Windows Explorer, or you can use the command line
to process them all in one batch.

Using the Command Line

To use the command line for changing the file extensions of the .m4a files, Click
on the Windows START button and select “Run...”. In the window that appears,
enter “cmd” in the text field labeled “Open:” and then click “OK”. A command
line window will open.

Navigate to the Folder

Type “cd” followed by a space and then the complete directory path to the file
as displayed in Microsoft Windows, and press <ENTER>. You should now be in
the directory where your AAC files are stored. To verify this, type the command
“dir”. If a listing of your AAC files is displayed, then you have successfully
navigated to the correct directory.

Changing the Extension

To change the extensions of all your AAC files from .m4a to .m4b, enter the
following command: “ren *.m4a *.m4b” (There is a space after “ren” and after
“* m4a”). This will change all of the .m4a file extensions to .m4b extensions.
Enter the “dir” command again to verify that the .m4a files are now .m4b files,
and then type “exit” to close the command line window.

Cleaning Up

Now you must clean up the leftover files in iTunes. Because we made the
changes to the file extensions outside of iTunes, it still expects to see the .m4a
files. iTunes will still display the files, but if you try to play them you will get an
error message. These .m4a files in the iTunes Music library are now just broken
placeholders. To clean out the old .m4a files, select them and press the delete
key.

Getting the Audiobook into iTunes

In order to get the .m4b files to display in iTunes, you have to add them to
your library through iTunes. Go to the “File” menu of iTunes and select “Add
Folder to Library...”. Navigate to the folder that contains the .m4b files, and
select “OK”. iTunes will process the files in that folder and add them to your
Audiobooks Library.
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Now that you have the files in Audiobook format, you will want to make sure
that they can be easily accessed. iPods don’t offer the ability to manage the
audiobook files by album or artist, which means all of the files will be listed by
song name first, and then the artist.

You might want to make each chapter title begin with the name of the book for
more convenient use on the iPod devices. Entering the correct data in the “Track
#” fields will also help keep the files properly organized.

Using Notes

When you find that there is more text for an audio file than will fit in the Lyrics
field, you can either try to break the file into smaller chunks or use the Notes
functionality of iTunes and iPods.

Notes are located in a folder marked “Notes” on the iPod. When an iPod is
connected to your computer the Notes folder can be viewed through Windows
Explorer (Disk Use must be enabled). Select the name of the iPod that appears
when you connect the iPod to your computer, and you will find the Notes folder
in addition to a few other folders. Notes can be up to 4 kb, and there can be up
to 1000 notes on the iPod.

Not all iPod models support Notes files, so be sure to specify that the material
must be displayed on a compatible iPod model.

iPod models that support the Notes functionality:
e 1Pod mini

e iPod with color display (iPod photo)

e iPod (Click Wheel)

e iPod (with Dock Connector)

e iPod nano

e iPod with video

Notes Tags

There is a very limited tag set available for marking up your Notes files, and the
tags don’t follow the strict rules of html, so beware! Some of the available tags
include:

<p> - paragraph tags

<br> - line break tags

<Title> </Title> - title element tag

<A HREF="”/main.linx” POPALL> Exit </A> - the anchor tag.

There are other tags available, as well as more information on using the Notes
feature included in the “iPod Notes Feature Guide” from Apple, which is
attached to the end of this manual.
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Linking to a Song

To link to the DAISY audio file, insert the following link in your Note file, with
the appropriate songname for the text: <a href="song=Page0001”>Cha
pter 1</a>.

Linking to a Playlist
You can insert a link to a playlist in a Notes file with the following query:

<a href="ipod:music?playlist=DAISY Chapters”>Play All
DAISY Chapters</a>.

Linking to a Folder

You can link to a folder within your Note file, which when followed will display
a list of all the folders and note files in that folder.

Using Queries to Filter Notes

If you are listening to more than one audio book at a time on your iPod, chances
are pretty good that you’ll have more than one file labeled “Chapter 1”. In order
to keep your iPod from playing the first Chapter 1 it finds, use queries to specify
from which Album Chapter 1 will be playing.

Here’s a sample link for files in the Music Library: <a href="ipod:music
?album=Sociologyl08!! &song=Chapter 1”>Chapter 1</a>

Here’s a sample link for files in the Audiobooks Library:
<a href="ipod:audiobooks?album= Sociologyl08!! &song=Chap
ter 1”>Chapter 1</a>

Using images in Notes

You can link to image files in your Notes, provided they are jpeg files and stored
in the Notes folder hierarchy.

Special Notes

There are four special types of Note files used to perform advanced functions,
they are:

Preferences note: Holds global settings for your presentation.

Jink note: A note used as an alias to a note or media file.

Jinx note: A note used to specify a menu.

ERRORS note: A note used for debugging purposes.
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