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Grouping and Drganising Banked Messages
into Folders on a Computer
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< xv Your screen layout and wording may vary depending on the
‘AV make and model of your computer so what you see on your
screen may not match exactly the images used here.

1. Grouping Phrases

To use a phrase in conversation on an electronic communication device, it is
important to be able to find it as fast as possible.

It takes time to scroll down through all your phrases to find the one you want if they
are all'in one long list. Therefore, it is a good idea to think about your phrases and
how you might group them into categories by topic. For example ‘How's the form
foday?’, ‘Hello, my name is John Smith’, could be grouped intfo a category called
‘Greetings’ or ‘Chitchat’.

It does not matter what you call your categories but it works best if you name them
yourself as the way they are organised will need to be intuitive to you so that you

can find your phrases easily and quickly.
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ﬁ\ Open your message bank folder. () [0 10hn Smith Message Bank <[] [searcn £l

~® Playall (@ Burn

Album #

Ratin |«

WAY WAV WAV WAV WAV
o  Goodstuff  Goodnight  HiChicken i, my name i

Genre

o Read through your labelled sound files.
Do any of them immediately seem
related?

o Write down the names of possible
categories

o Think about how you would use your
phrases in conversation:
s Are the categories you have listed useful?
= Do these categories make sense to you?
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2. Creating Sub-Folders

To create a category sub-folder inside your message bank folder:

Use the right button of your mouse to click in a white area of your open

message bank folder.

A menu will appear.

. GO < [J2» John Smith Message Bank ~ [ | [search o]
_\ ’_ By Organize v BB Views v ® Playall (& Bum
ﬁ v Click New on this menu. Neme s A Gewe haing
@ @ @ @ @ @ e e
Ay Ay Ay WAy Ay Ay Ay Ay
Comeon  Fairplayto  Goodstuff  Goodnight  HiChicken Himyname Howsthe Iappreciate
Treland you my lovely islohnSmith  form your help
@ @ @ @ @ @ @
WAV WAV WAV WAV WAV WAV WAV WAV
lloveyou Itoldyouso Imgladyou Incywiny I'sgoodto Morechoc  No,Idont  Rightlads,
arehere  spidersong  seeyou for me wantthat  what'st..
) : ) : : View ,
@) @) @) @) @)
WAV WAV WAV WAV Sort By G
hanksMam  Thatsounds Whoseround  Yes, Iwant Group By D
like a goo... it that Stack By >
Refresh
Customize This Folder...
Paste
Paste Shortcut
Undo Rename Ctlez
>
Properties
A second menu will appear.
(O[3 sohn smith Message Bank <[ 42| [search 5]
NP Wy Orgonize ~ B2 Views ~ ® Playall (@ Bum =)
A= . . Name Artists Album # Genre Rating
v Click Folder at the top of this menu. | ™ = M & S B
@ @ @ @ @ @ @ @
wav WA wav wav Ay wav wav wav
Comeon  Fairplayto  Goodstuff  Goodnight  HiChicken Himyname How'sthe  lappreciate
Ireland you my lovely isjohnSmith  form your help
™ N ™ o] = o] = =
a ® 2 2 @ @ €
Tloveyou I Morechoc  No,Idon't  Rightlads,
forme want that what'st...
¥ @™ Bitmapimage View »
WAV o Contact Sort By »
Thankyou  Thank &) Microsoft Office Word Document Group By O
£ Edraw.Document Stack By >
[£) Journal Document Refresh
€ Microsoft Office PowerPoint Presentation Custornize This Foldera,
i] Microsoft Office Publisher Document
|
Paste
Text Document
= | Paste Shorteut
) Microsoft Office Excel Worksheet
J_“ Compressed (zipped) Folder Undo Rename Ctri+Z
€ Briefcase New »
Properties
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3. Re-Labelling Sub-Folders

You can re-label your folder immediately or return to it after creating it.

To label your folder just after you create it:

~_ Type a category label (e.g.

=wivm| Greetings) while the New Folder is

highlighted.
@ @ @ @ @

6«
To exit the label: 1

wav wav WA WAy WAy WAy

Fairplayto  Goodstuff  Goodnight  HiChicken Hi myname How'sthe
you my lovely is John S

® 6 @ 0 @ @ @ 6
Z_ Press the Enter key on your Tt e e pEohn Gy (s (eenn ChEm
EEEEEN your help arehere  spider song seeyou rme

L
meaanm| keyboard B [ ‘
LLL 1]} . ) = = = N N
e 2 € 2 @ ¢
Right lads, Thankyou  Thanks Mam Thatsounds Whoseround  Yes, Iwant

or what's .. like @ goo... isit that

A\,

a\' Click on the screen outside the label
box.

Or

To re-label a folder you created earlier:
(S) Use the right button of your mouse to

click on the folder called New Folder.

Goodnight  Hi Chicken e
my lovely form

@) @) @) @) @)

A menu will appear. sl s oW s M i el v racer
Erbic) ozt Eoth e

@ @ @

wav wav wav

am  Thatsounds Whoseround  Yes, Iwant
like 2 goo... isit that

}
a:' Click Rename on this menu.—/™ 8 —|

[E=m{EoR (e}

Z_ Type the new label for your folder

=eiiem| (e.9. Greetings) when the curser \ , yr— -
appears over the foldernaome. /> _L_ & @ @ @ @ & @

= | ) Come on Fairplayto  Goodstuff  Goodnight  HiChicken Hi myname How'sthe
Treland you my lovely isJohn Smith  form

'I' oe x". -I»h e | a b el . WEAV‘ WEA: wEA: WEAV" WEA: wEA: wiAv\ wiAv-
. lappreciate  lloveyou Itoldyouso Imgladyou Incywincy Itsgoodto  Morechoc  No,Idon't
arehere  spidersong  seeyou for me want that

your help

Press the Enter key on your e @ 2 9 e 9

Rightlads,  Thankyou ThanksMam Thatsounds Whoseround Yes, Iwant
that

keyboard.

or

:- Click on the screen outside the label
box.

‘ | ' Repeat this process for all of the sub-folders you want to create.
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4. Moving Phrase Recordings into Category Sub-Folders

You can move a sound file by either: = Dragging and dropping it into a sub-folder or
= Cutting and pasting it into an open sub-folder

To drag and drop a sound file:

SElEs
2]

Use the right or left button of your
mouse to click over the sound file
you want to move.

o Goodstuff  Goodnight
u my lovely

Keep the mouse button pressed
down as you drag the sound file
icon over the category sub-folder
icon.

wAY WA WA
adyou Incywincy It'sgoodto More choc
e spidersong  seeyou or

When a message appears on The/
screen saying Move to X, release
the mouse button.

Your sound file will now be saved within the target sub-folder.

To cut and paste a sound file:

10 » John Smith Message Bank  »

Use the right button of your mouse
to click on the sound file you want
to move.

Add to Windows Media Player list
Play with Windows Media Player
Open With

A menu will appear.

N

a\' Click Cut on this menu.

M2 Double click on the icon of the sub-
ﬂ‘ folder that you want to move your
sound file into.

The sub-folder will open.

Fairplayto  Goodstuff  Goodnight
you my lovely

5] ==
icken  Hi, myname  How'sthe 1appreci
islohn Smith  form h

way way WA

adyou Incywincy Itsgoodto  More choc
he spidersong  seeyou forme

B9 9 @ 9 @ @

A

don't Rightlads, Thankyou ThanksMam Thatsounds Whoseround Yes,Iwant
that  what'st.. fike a goo...

Right click on the white space inside BT o = ==
the sub-folder. S
A menu will appear. =
NP . . S
- - . \ Customize This Folder...
- Click Paste on this menu N
Your sound file will G~/7 - masmmiemmion + i 1=

appear inside the N e T
sub-folder. \ @
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When moving sound files into category sub-folders, you can... \

o Repeat the ‘drag and drop’ or ‘cut and paste’ process to move all
of your sound files into category sub-folders.

o Categorise as you label any new files.

o Decide if you want to put the same phrase into a second category
sub-folder. If so, repeat this procedure from the current sub-folder
but select Copy instead of Cut and when you click Paste in the

& second folder, there will be a copy of the sound file in 2 different

categories. /

5. Saving a Message Bank Back-up onto a USB Key

Your messages are valuable so saving them to your computer is important.
Transfer new recordings from the recorder to your computer regularly.

Make a back-up

Save another copy of your Message Bank folder onto a
storage device such as a USB key. It is a good idea to
update this back-up regularly during your recording phase
(e.g. every week).

Making a back-up means that if something happens to the
computer, you still have a copy of your recordings.

To Copy Your Message Bank Folder to a USB Key:
@ Insert a USB key into your computer.

The USB connection pointon a cogpu’rer is usually
marked with a symbol like this

. < AutoPlay o= =
An AUTOP’OY WIﬂdOW ShOU|d Open. Removable Disk (E:)

a':— Click Open folder to view files.

z.: Import photos and videos
using Dropbox

Set AutoPlay defaults in Control Panel

If the AutoPlay window does not automatically
@ 4o Open when you insert the USB key ...

)/
/ ... open your Computer folder. :2’ |

ws v j System properties g
=

Name Type
Hard Disk Drives (1)

‘&Ln(al Disk (C:) Local Disk

\ | /7 Devices with Removable Storage (2)

a\_ Double click on Removable Disk——— | | coomemmui gn
- emovable Dish S emovable Dis

Other (1)

= System Folder

(o=

A Removable Disk window will open
whether you use the AutoPlay window — 5
or your Computer folder.
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click over your Message Bank folder on

Use the right button of your mouse to
6> your computer.

Open
. Explore
A menu will appear —
N
y, \- . . Send To
ﬁ Click Copy on this menu. Cut
Create Shortcut
Delete
Rename
Properties
Use the right button of your mouse to O v/ + Compue + remoever®s ~To|[sewe
click over the white space in your USB s o —
Removable Disk folder. s oder s empy
A menu will appear. =N R
\'I Group By >
A< . . e '
ﬁ Click Paste on this menu. — | -
ﬂ Paste Shortcut
Properties
A message window will appear. (
@Ov'- » Computer » Removable Disk (E) » + %3] [searen

This shows your Message Bank folder and your
recordings being copied onto the USB Namé | Omewten Togs  Sac  Raing

Removable Disk folder.
\ ? r : 3 . ﬁ
\\;NQM)N( Copying 28 items (124 MB) [h
Message Bank from Desktop (Desktop) to Removable Disk (E) (E:\) )
About § Seconds remaining

Views ~ M SideShow (@ Eum

When all of your files have been copied, the

message window closes automatically and @O ST 1 Compisso S DREETTS
. . > om er emovabole LIS o
your Message Bank folder will be duplicated. = £

‘ Organize v [ Views v [& Open M8 Slide Show

Nam Date taken Tags Size |

... update this back-up at
regular intervals (e.g. weekly)

during the recording phase. John Smith
essage Ban

This document may be photocopied
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