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Using Audacity
http://webclass.org

Select Audacity
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Objectives
• Plan an audio narration
• Record an audio narration

Narration
Narration + music (voice over)

• Edit an audio narration
• Save an audio narration

WAV file
MP3 file
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Audacity
• Open Audacity
• Click Help – About
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Audacity

Select
Microphone
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Edit – Preferences

Audio I/O tab

Select
Sound card
Playback and
Recording
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Edit – Preferences

Quality tab

44100 Hz
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Edit – Preferences

File Format tab
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Audacity
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Audacity

Play
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Audacity

Record
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Audacity

Stop
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Audacity

Playback
Level
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Audacity

Record
Level
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Audacity

• Right meter is record level
• Maximum level - 6 dB



17Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Talk slowly and distinctly
Welcome back to an exciting school year
I am your teacher <Mr/Mrs/Miss> _____________
I teach <grade / subject> _____________________
here at <school>  _________________________
_____________________________________
_____________________________________
Parents ______________________________
_____________________________________

Recording Guide
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Record Narration

• Speak slowly
• Project into microphone
• Pauses and “uhs” eliminated
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Record Narration

Click Record button
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Record Narration
Delete recording



21Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Record Narration

Built-in or external
Microphone
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Save WAV

Export as WAV



23Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Save MP3

Export as MP3
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Save MP3
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Retrieve
• Click Project − Import Audio
• Select folder and file
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View Narration

Seconds

Sound
waves
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Edit Narration

• Eliminate noise
• Record levels
• Change tempo
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Generate – Silence
• Eliminate noise when pausing
• Highlight with cursor
• Click Generate Silence
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Generate – Silence
• Eliminate noise when pausing
• Highlight with cursor
• Click Generate Silence
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Generate – Silence

Dead air
inserted
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Adjust Levels

Envelope
Tool
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Effect − Amplify

Seconds
Highlight

desired portion
Click Effect
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Effect – Change Tempo

Change Tempo
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Effect – Change Tempo

Move left
-1%
-2%
-3%



35Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Effect – Change Tempo

Lengthens
podcast
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Narration + Music

Edit – Preferences
Audio I/O tab

“voice over”
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• Project – Import Audio
• Select audio file from
U-TECH Video disk
background_music folder
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Set mic
Level

Maximum
record level

-6 dB
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Background
music

Narration

Click
Record
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Adjust music
level while
recording

Set mic
Level
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Click Play
to hear 

both tracks 
together

Stop

Background
music

Narration
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Export as WAV
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Close Audacity
• Do not save changes
• Close and open Audacity between

each recording session
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Summary

44
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