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3. In the middle of the sound file there is an ‘um’, highlight it and click on Cut. 

4. The mistakes have gone. As well as being useful for making a professional school radio programme, 
this technique can also be used when recording pupils reading or for speaking and listening activities. 

2. To remove the cough highlight is as you would some text in Microsoft Word and click on the Cut tool 
on the toolbar. The cough has gone - play it back to check. 

1. I’ve recorded a sound file with a couple of mistake in it that I want to put right. At the start there is a 
cough. 
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5. To save you work as a project, which can be 
opened later and worked on further, click File and 
Save Project. 

9. I’ll fill in some details about it and click OK. 
These details appear in the playlist information in 
Windows Media Player and iTunes. 

10. Here’s another piece of sound I’ve recorded. I’d 
like to take a piece of speech from the beginning 
and put it on the end. Highlight the part and click 
Copy.

6. I’ve mad a folder in my Music called Audacity 
Projects and I’m saving it in here as ‘test project’. 
Click Save. 

7. To save an edited recording as an MP3, click on 
File and Export as MP3. 

8. I’ll save it as ‘test’ in the School Radio folder in 
My Music. 
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13. Click on the piece of sound and slide it to the end of the first track. 

14. Play it back to hear how it sounds. Now we can merge the two tracks together. Hold down the shift 
key click in the panel to the right of each track so they are both selected. 

12. Click on the Time Shift Tool on the toolbar. This tool is used for moving tracks around. 

11. Click on the grey part of the screen away from the track and click Paste. The sound copied appears 
as a new track. 
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17. Now I’m going to put a short radio show piece together with an introduction, some background music 
and an interview recorded on an MP3 recorder. Above I’ve recorded the introduction. 

18. I left a bit of silence at the start of the introduction, so I’ll highlight it and cut it. 

16. The two tracks are merged into one with the same sound at the beginning and the end. 

15. Select Project and Quick Mix. 
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21. The music appears as a new track. I’ll play the tracks together 
to hear how they sound. 

22. The music is louder than the introduction, I need to turn it down. This can be done by moving the 
Gain slider in the toolbar at the left of the track. 

20. I’ll open ‘soundbed 1’ from a folder 
called Radio Music Samples in My Music. 

19. Now I’ll add the audio track. This is a piece of copyright free music downloaded from the Creative 
Commons website. Click on Project and Import Audio. 

23. Now when I play it back the sound balance is just right. 
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26. Now I’d like to add the interview recorded on 
an MP3 recorder which I’ve transferred to the 
School Radio folder. I’ll resize the Audacity  
window to leave a little space at the side and click 
on Start and My Music. 

27. Click twice on the folder School Radio. 

25. At this point I’ll save the project just in case 
the program crashes. Click File, Save  
Project as and save it in the School Radio 
folder in My Music. 

24. Select both tracks by holding down the shift key and clicking in the toolbars to the left of each track, 
then click Project and Quick Mix to merge them together. 

28. Click and drag the file named ‘interview’ into 
the Audacity window. 
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31. Now I’m going to record an ending for the radio report. Click on record and the sound appears as a 
third track. 

32. Click on the Time Shift Tool again. 

30. Click and drag the interview so that it comes after the introduction. Click on play two hear the two 
tracks together and check that the interview is in the right place. 

29. With the interview now open as a separate track, click on the Time Shift tool on the toolbar. 



19

Audacity Sound Recorder– Editing Sound  
Duncan Whitehurst - ICT Advisory Teacher Pembrokesh ire County Council 

35. Here I’ve clicked once with the Envelope Tool on the point where I’d like the music to start getting 
louder. 

36. After this point I’ve clicked and dragged 
out the envelope tool to make the music get 
louder. 

34. Now I need to change the volume levels so that the interview and the closing speech are at the same 
level. I also want the music to get louder at the end. To do this select the Envelope Tool. 

33. Drag the closing speech into position so that it follows the interview. 
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39. I’m now happy with my Radio Report so 
I’ll click on File and Export as MP3 to save it 
as a finished sound file. 

40. Audacity tells me that the tracks will now 
be mixed down to a single track. Click OK. 

38. Now play everything back to check that the playback levels are as I want them. 

37. The closing speech was a bit louder than the interview, so I’ve used the Envelope Tool to make it a 
bit quieter. 
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43. To play back the exported MP3 file, 
browse to the folder where it was saved and 
click twice on it. 

44. The radio report now plays in Windows 
Media Player. 

42. Add some description of the file and click 
OK.

41. I’ll save it in the School Radio folder and 
give it a name. Click Save. 

You can use Audacity to record a number of radio reports and join them together to make a longer radio 
programme. You can also save a set of reports as a playlist in iTunes or Windows Media Player and pre-
sent the radio programme that way. User Guides for iTunes and Windows Media Player are available on 
the Apple and Microsoft websites. 

Expert advice on planning, scripting and recording a radio programme or podcast is available on the BT 
Assignment Podcast website at http://www.bteducation.org . This useful resource also contains video 
guides on using Audacity. 


