SMCCD iTunes U Instructor Quick Start Guide
 3/27/07

If you don't have an iTunes U account, request one using the ITS Services Request form at http://www.smccd.edu/portal
If you don't have iTunes 7 installed on your computer, download and install it first. Get it at http://www.apple.com/itunes/download/

	( Browser Requirement / Login Info.

	PCs–use Int. Explorer browser; Macs–use Safari.

Student Access:  http://www.smccd.edu/itunesu




	( Instructors - Access Your Account  

	Instructor Access: http:// 
www.smccd.edu/cgi-bin/itunesu/emailusername.pl


Log in using SMCCD email address and password.

1. iTunes U opens, select your college & course.

2. Select the Edit Page link to edit instructor info and course description. Use edit tabs to indicate: semesters, courses, sections, topics.

3. When finished, End Editing and Logout.


	( Downloading a Podcast 

	Go to course and podcast you desire. Click one:  

Get Song/Movie – downloads single item.

Get Tracks – downloads all items in list.

Subscribe – (Best!) automatically notifies student in their iTunes as you post new items on iTunes U.

Note – the downloaded item will appear in your iTunes library as: Music, Movie, or Podcast.



	( Methods of Creating Podcasts 

	Recording devices: Camera, iPod or computer w/mic, camcorder, Quicktime Pro. 


Editing Programs: 

Mac:  Snapz Pro, Quicktime, ProfCast, Garage Band & iMovie (iLife), Audacity, PowerPoint, etc. 

Windows: Quicktime, Qarbon, Audacity, Movie Maker, MS PhotoStory, MS Producer, Camptasia 




	( Preparing Files for Use in iTunes & iPod

	iTunes can convert the following file formats: 
ACC, MP3, MP4, MOV, WAV, or H.264 

	Audio Files:  If not already MP3 (iPod compatible) use iTunes to convert your file:  
File> Import (browse to file)
1. Set iTunes Preference: 
Preferences> Advanced> Importing> Import using MP3 Encoder
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2. Convert Your File in iTunes 
Advanced > Convert Selection to MP3
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	Video Files  To make your file iPod compatible, convert in one of the following:
· QuicktimePro - Before importing to iTunes, use Export to iPod option in export menu.
· iTunes 7 – After importing file to iTunes (e.g. MOV file). Select: iTunes> Advanced menu> Convert Selection for iPod.
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	( Adding Metadata in iTunes

	Before uploading your file, add meta-data to make sorting in iTunes easier.(Name, Title, Year, etc.) 
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In iTunes, control-clicking your podcast and selecting Get Info opens the Summary window. Select the Info tab at top. Note, iTunes is being repurposed for education. When you see "artist", think "instructor". Fill in info you want. Click OK.
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In iTunes menu > Select View > View Options


	( Uploading Files  

	Select Upload Files link, Add Tracks, Choose File. Browse to file on your hard disk:

Music/ iTunes/ iTunes Music/ Your Name / Your Name's Album / (find the file) or

Music/ iTunes/ iTunes Music/ Movies/ (find file)



	( iTunes Help  

	Contact your local CTL coordinator for assistance.
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