To “download” software that will convert a music file into the correct format for copying to an audio CD.
(Note:  Once copied to CD these files will play on your audio equipment)

1. Go to the Members’ page on the choir website and select rehearse current works.  
2. Click on the “Audio Converter” link and follow the instructions below to download the software.
3. You will be prompted to “Run or Save the file” – select Run.  The download will begin.
4. You will now see a security warning and will be requested to confirm you wish to Run the file.  Select Run again.
5. The next screen to appear is the License agreement.  The software is free to use so check the box “I agree” to accept the License agreement and then click Next.
6. Install of the software begins.  You will be asked if you wish to install related programs.  None of these are required for file conversion so unless you particularly wish to use any of the programs elsewhere don’t select any, click Next.
7. The Switch Sound Converter screen now appears and you can, if you wish, use the program straightaway by following the instructions from (a).  Otherwise close the program in the usual way (Click the big red x at top right corner of software screen).  A “Switch Sound File Converter” icon will have been placed on your desktop.
a) Click on the “Switch Sound File Converter” icon to open the software.
b) The Switch Sound Converter screen now appears.  Towards the bottom of the screen a default output folder will appear e.g. Documents and Settings/My Documents/My Music.  You can change this to the path for the folder holding the music files you have downloaded or leave it as it is. 
c) Also at the bottom of the screen there is an “output format” box.  Use the pull down menu to select .wav format.  If you do not do this the music files will not be converted into the correct format.
d) Click on add files (at the top of the screen).  You will be presented with a folder/file list - select the folder you have saved the music files into.  Select the files you wish to convert, remember CTRL click will allow you to select more than one file.
e) Click on Convert.  A pop up window will appear saying “Converting file x of x”.
f) It can take some time to complete the conversion as this is dependant on the number of files you are converting, the speed of your computer and the amount of memory you have in your computer.
g) When the conversion is complete you will see the file names of the converted files and green ticks next to the ones that have been successfully converted.
You are now ready to copy the converted files to a CD.

i. Go to the folder you selected as output folder earlier, the converted files will be listed with a .wav file extension.

ii. Place a CD-R or CD-RW in the CD/DVD drive of your computer.  (If a Windows Menu pops up asking what you wish to do with the disc click cancel.)

iii. In the folder you created highlight the files you wish to copy to CD.  (Remember holding CTRL whilst you click allows you to highlight more than one file.) 

iv. A pop up window will appear asking what type of CD you wish to create.  Select the first option – audio CD.
v. Windows will now load Media Player and the files you have selected will appear in the “Burn” window pane.  (Right hand side of screen).  Click on “Burn CD”.
vi. With some files you may get an error message saying that Media Player cannot write the files because the length of the file cannot be determined (a red cross will appear next to the file name).   You will need to “play” the file so that Media Player can determine its length.  To do this double click on the file name, the file will play.  Once the file(s) have competed play click on “Burn CD” again and the file(s) should now be written onto the CD. 
vii. Once the files are written the CD will be ejected from the drive.  Select Finish.

This CD will play on your audio equipment.  

