Using audacity
For instructions on downloading audacity please follow this link

http://science.uwe.ac.uk/medialibrary/sgomez/podcast/03_audacity_install.wmv
First open Audacity.    
Click the red button. 
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If you want to pause it’s the pause button
[image: image1]
When you’ve finished, click the Stop button (see above). 

Saving your file 

How do you save any file in any program? File menu > Save. But no, in this respect, Audacity is different. 
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Like many audio editing programs, Audacity wants you to save a “project” and not a file—until you are completely finished with your editing. When you are finished, you will export a new file. But until then, you will just go on saving your project as many times as necessary to avoid losing your work. 
Exporting the finished file

If you have completed all your editing, then it’s time to export an MP3. 

File menu > Export As MP3 
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When you do this for the first time audacity will want to know the identification of a file called lame_enc.dll.
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  You will then get an ID screen for the MP3 file you can either an leave the “ID3 tags” blank, or fill them in, You now have an MP3 file suitable for uploading to the Web.

Editing audio

The basics are easier than you might assume. 

To delete something, first you will click, hold and drag to select the section: 
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Then press the Delete key on your keyboard. (Note: The player must be stopped, not paused, or else this will not work.) 
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If you make a mistake, hold Ctrl (Win) and press Z. 

To move a section from one place to another, first select it (as shown above), but hold Ctrl (Win) and press x (for cut). This is exactly the same as Microsoft Word. Cut, copy and paste all work in your audio editor. 

Move the cursor to where you want to add the cut section, and click once: 
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Then hold Ctrl (Win) and press v (for paste):  

Then save the file
For audio instructions please follow the link below.

http://science.uwe.ac.uk/medialibrary/sgomez/podcast/04_audacity_record.wmv
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