| Adding Audio Samples

System Requirements: The system will accept MP3. Please limit file size to 4 MB or less. Note: audio
files take much longer to upload than image files and we recommend using a broadband internet
connection when uploading. The CGO Grants Online system will not support uploading with a dial-up
connection.

Click the “Click to Add Audio Samples” button on the

Audio Management page to launch an audio sample upload
form. Required fields are marked in bold Green. All of the

data entered into these fields will be presented in the panel book.

Elick to Add Audio Samples |

Be sure to review the Arts Agency guidelines on how to complete the following fields:

Media:
The system will accept MP3, Quick Time and Window Media Player (WMP) formatted files.

Title of work:
This is the title of the user’s audio sample. This title will appear on the user’s inventory list, in the
Select Sample tool, in reviews of submitted samples, and in the panel book reviewed by panelists.

Artist/Collaborator Name(s):
If the work is a collaboration or the applicant is not the creator of the work, please provide the names
here.

Brief description of work:
Users can describe their work in this text field. A description may be up to 250 characters
(approximately 50 words) in length.
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Total Playing Time for Work:
Select the exact playing time for the entire work from which the sample has been chosen, using the
numeric drop down selection boxes.

Total Playing Time for Sample:

Select the exact playing time for the sample
segment the user is submitting for review, using
the numeric drop down selection boxes.
Samples may be no longer than 5 minutes.

NOTE: If the sample is an entire work, the Total Playing Time for Work and the Total Playing Time for
Sample will be the same.

Segment Description:
Users can describe their sample segment in this text box. The description is limited in length to 255
characters (approximately 50 words).

Cover Images:

Here the system allows users to upload a cover image along with an audio sample. Cover
images are not associated with the image bank and will not be available for selection
outside of the audio or video banks. Cover images will be viewed by panels. If a cover
image is not uploaded, the image accompanying an audio sample will default to the Audio
Icon at right.

To upload a cover image:

On each audio upload form there is a link if the user would like to upload a cover image for this
particular audio sample. Images must be formatted to CGO Grants Online's image specifications (1920
x 1920) for a successful upload. Please refer to the Image Information section on how to format your
images. Clicking the link will present an Image File Upload window.
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Click “Add Audio Sample” to save the Audio Information and to upload the cover image. The user
must click “Add Audio Sample” even if the user does not upload an image.

All of the data entered into these fields will be presented in the panel book.
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| iTunes: Converting audio to MP3

Importing images into iTunes is the easiest way to make them into the format supported by CGO
Grants Online. CGO Grants Online supports MP3.

Below are the steps to do this:
1. Download iTunes from www.apple.com/itunes/ iTunes JZICW Edit Controls View Store A

2. Open iTunes and import the files you currently — © New Playlist BN |
Tavsll\/.th fil th t ted ::' @ C New Smart Playlist... CHEN
- With your files on the computer or connecte | New Folder TOBN b
via CD, MP3 player or other portable device, dd o Lt 2o
. . . tusic to Library...
click File, and Import from the iTunes menu . Close Window s\
bar. . . /i Import... {320
2. Browse your computer to find the file(s) you oscasts
want to import and click “Open” adio Export Library...
Back Up to Disc...
lTunes Store
CES Rating »
LISTS
arty Shuffle Show Current Song #BL
0's Music
dusic Videos
fy Top Ratec
ecently Add
ecently Play
©r 25 Most  page Setup...
Print... #EP

3. To upload the file to CGO Grants Online, locate the file on your computer.

Windows:
From the Start Menu, open My Documents folder, open My Music folder, open iTunes
library and browse to the file you want. You may be able to rename the file here to
something appropriate for the CGO Grants Online application, if you wish.

Mac:
From the Viewer, open the Music folder, open the iTunes folder and browse to the file you
want. You may be able to rename the file here to something appropriate for the CGO Grants
Online application, if you wish.

= Deskrop (] iTunes > [ album Artwork

L& Documents |_£| iTunes Library

[Z] Downloads (] iTunes Music »
] Library = ITunes Music Library.xmil
[E] Movies

] Music >
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Windows Media Player: Converting audio to MP3

You will need to have a computer with a CD disc reader and a media player such as Window Media
Player or I-Tunes.

The following instructions are how to create an MP3 file from Audio CD
1. Place CD into your computer’s CD drive.
2. Once your computer recognizes the CD it will launch an action window. Select Rip Music from
CD using Window Media Player. Click OK.

Sr Rosetta Tharp [D:) f'5_<|

Windows can perform the zame action each ime you inzert
a dizk or connect a device with this kind of file;

A Music CD

W'hat do you want Windows to do’?

Play CO audio
uzing YideoLAk WLC media player

Play audio CD
uzing Windows kedia Player

Yy Open falder ta view files
..-/ uzing Windows Explorer

<\ . . b

[] Alwayz do the selected action.

[ OF. H Cancel ]

3. This will Launch the Window’s Media Player in Rip mode.

ws Media Player

Now Playing Library
J3 * Music + Unknown Album (2/13/2008 12:07:25 ... BH- & -
(& Urknown Album 21, &lburn Title Length Rip Status Conkributing Artist Composer
Audio CD (D:)
Unknawn Alburn (241, [ 7] 1 Track 1 4:04 Stopped Unknown Artist
Unknown Artist -3 Track 2 4:07 Unknown Arkist
Unknawn Genre 3 Track 3 511 Unknown Artist
Unknown Year 4 Track 4 326 Unknouwn Artist
il 5 Track 5 5:02 Unknown Artist
3 Track & 2144 Unknawn Arkist
7 Track 7 304 Unknown Artist
8 Track & 3:55 Unknawn Arkist
9 Track 9 5:01 Unknown Artist
10 Track 10 317 Unknawn Arkist
11 Track 11 4:76 Unknown Artist
12 Track 12 2:52 Unknawn Arkist
13 Track 15 3:48 Unknown Artist
14 Track 14 4:09 Unknawn Arkist
15 Track 15 4:03 Unknown Artist
16 Track 16 417 Unknawn Arkist
17 Track 17 3:46 Unknown Artist
3 Start Rip

@ Rip complete

4. Select the tracks you want to rip.
5. Go to the Rip Menu and check the following:
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a. Format is selected to MP3.
b. Bit Rate is selected to 192 KBs

6. Go to Rip Menu and select more Options:

This will launch the Options Window: Note where the Rip Music will be located once the Media
player rips the music. You will need to know this location when you are ready to retrieve the MP3
file. If do not want to use the Window’s default location click change to select a different location.

Options E|
Flug-ing Frivacy Security File Types oD Metwork
Player RipMusic | Devices | Bum Performance | Librar

v "i Specify where music is stored and changa rip settings.

paEic ta this location

tRsektings
Format:

mp3 R

C:\Documents and Settingsiseyan. lucero, WESTAF My
Documents My Music

Learn about copy protection
[rip €D when inserted

[CIEject €0 when ripping is complete
Audio quality:
Smallest Best

Size J Cuality
Uses about 86 ME per CD {192 Kbps)

Compare formats online

o [cmes ]

7. Once you have checked all your settings, Click Start Rip to start the rip process.

1) Shart Rip

8. You will know the RIP is in progress when you see:

ERipping (1050

| I_Inknown Arkisk

9. You will know that audio have completed ripping to an MP3 format when you see:

Ripped to library Lnkrnowsn Arkisk
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How to upload an MP3 file to Culture GrantsOnline

Log into your account
Go to WorkSamples
Click on the Audio Bank Button:

Click on the Add Audio Sample Button. This will launch the Audio Upload form:

r Click to Add Audic Samples

1

Go to Medium Type an select MP3. (Selecting CD will bypass any digital file upload requirement.

You can select CD to use the form to describe the audio clip you are submitting via CD)

Once you select MP3, you will see a select your audio file field:

Click Browse to select your file.

Browse will launch a choose file window.

Lok, in: | ,‘I—J My Documents

IJMP3 Testing
g My Data Sources
My Recent dMY IMusic
Documents [5)My Pictures
@ |3My Skype Content
My Skype Pictures

Desktap )My Skype Received Files

&

: E My Yideos
r 1] Iy Webs
r"'j RECHCLER
My Documents 23 5evan Hame
= 1) Thurnbnails
:ﬁ_g I[IWESTAF Projects
Default.rdp

ty Carnpuiter
DESKTOP. IMI

-

v

=l & of B

lﬂj|_289?_usEl_badge_IbI_Spsht.doc
Cdrhase 1 Updated 2-7-2008.zip
Cdrhase 2 Final Docs 2-7-2008. zip

by Metwark File name: ||
Places

[~
[~

Filez of type: |AII Files [".7)

Open

[ oee |
Cancel

Find your music file library. (see Step 6 above to locate where your file library is located)

You will see in the file library a folder with your CD name or it will be name Unknown Artist. Select
that folder. Within that folder you should see the tracks you have ripped. Select the appropriate track

and click open.

Complete the remainder of the form. If you choose not to upload a digital cover image with this file,
the system will automatically add a audio icon for you.

Click submit audio button to upload the file. Be patient as this may take some time.
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Audio Upload - Windows Internet Explorer

@:;{ = |g, hitep:ffienena, culturegrants-wa,org/sample_upload. php v| 2| K ‘How ta create an MP3 From Audio CD | ol

o 88 [ & Cuturecr,., 0| Rentucky Art... ]@:: STAGE ! S... l@lndiana Arks ... l@Culture Gran... ]f;'\_ive Search: ... X I @ - B8 gé; v |k page - -Q} Taols ~

' ~
H Playing Time for
H Entire Work:
1 Length ;F Sampleto | gg v 00 % | 00 M |(HH:MM:5S)
H e i :
E Track # |
E Segment Description (Maximum Characters: 2535)
: Current number of characters: 0
1 Yes, I/We give permission to the Arts Agency to whom I/We are applying to use
| this worksample for marketing/promotional use.
You can alse upload = cover image to accompany this audio clip. Pleasa click the Upload Cover Image
: button below to choose your image. A default audic icon will be used if you choose not to use your own
| image.
! [Upload Cover Image
To submit sample please click the button below:
E Eubmlt Audio S_ample ]
E (only click once and please be patient if you are uploading files.)
WSAC
123 Address, Seattle, WA, 95678
Tel: 206-555 684-717 1 ~ Email: test@brownrice.com L
This text is EDITABLE by system admin
City of Seattle Office of Arts & Cultural Affairs and ington State Arts Ci
Contact Arts & Cultural Affairs: (206) 684-7171 bt
4| Done [ € meernst oo -

You will know your audio file is uploaded when you see:

ultureGrants Online - State of Washington :: Audio Sample Management - Windows Internet Explorer

mr - |§, hitp:ffwwena culturegrants-wa,org/sample_display. php?ID=96&message=added "| || X ‘HOW to create an MP3 from Audio CD | 2|

W 28|= [ & Culturecr,., % [ T kentucky Art... ]@:: STAGE ! S... l@lndiana Arks .. IECulture Gran... lf;' Live Search: .., X I @ - B gé; v |tk page - -Q} Taols ~

LrULI UNAL AT THIND

~
Profile :
e Audio Sample Management ’Tech Tips
- Contacts :
- General Info : Audio Sample Bank:
- Financial Info H
1 Audio Sample has been uploaded successfully: Check below and modify details if incorrect
- Events |
ven ! madify | duplicate | add audio sample | manage audio samples
- Work Samples 1 ils
- Images : Dets
- Audio 1
- Video : Title d
= ETENTES Medium MP3
e 032 Track 3.mp3 (click to play)
Lrror Description of Work
Contact Us E Date of Work January 2nd. 2007
Length of Sample to be 0:28:25
] Reviewed
Adjust Font Siza | Use E:;rmsslon granted to the Arts Agency for marketing/promotional
E “‘-A‘-A-A E Image - no associated image
WSAC
123 Address, Seattle, WA, 95678 e
‘waiting For http:f e, culturegrants-wa.orgfsample_upload.php. .. E(; e Internet 100 T
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