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	WHAT’S COVERED IN THIS TUTORIAL?


These instructions provide guidance on using Audacity to:
1. Edit audio files
2. Export .mp3 files ready for playing on the web
	1: OPENING AND PLAYING THE FILE


Select Start > All Programs > Audacity.  Audacity should launch.

Select File > Open.  Select the file you want to open and click on Open. You should now see a waveform.

To hear the file, click on the Play button (a green triangle).

To play the file from a particular point, click on a point on the waveform to the left of the waveform. A thin black vertical line should appear. Click on the Play button (or the spacebar) and you should hear the audio clip.
Notice the ‘zoom’ buttons, which are useful for editing.  The four buttons on the top RH side above the waveform allow you to:

· Zoom in

· Zoom out

· Expand a selected area of the waveform so it fills the window

· Display the entire waveform in the window
	2: EDITING THE FILE



Trimming

‘Top and tail’ the clip to get rid of unwanted sounds or silence at the beginning or end. To ‘top’ the clip:

· Choose an approximate point at the beginning of the waveform where you want the clip to begin.  Zoom in to ensure that you are selecting a point of the waveform which is ‘silent’ (i.e. on or near what is called the ‘zero crossing point’, which is marked 0.0 at the left of the waveform).
· Click on this point. The black line should appear.

· Hold down the Shift key and drag to the left, as far as you can go. The region you want to cut should now be highlighted.

· Press the Delete button on the keyboard. 

Mirror the process to ‘tail’ the clip. If you make a mistake, select Edit > Undo from the command menu. 
Tidying

Depending on how manicured or authentic a speech clip you want, you may want to cut out:

· false starts (‘He…he said that…’)

· hesitations (‘umm….err….’)

· repetitions (‘the best…best time to do that…’)

You may, in some situations, also want to re-order the clip completely by cutting and pasting. Whenever you make an edit:

· Establish the approximate part of the waveform you want to delete

· Zoom right in 

· Select it more accurately

· Select Edit > Find Zero Crossings 

· Press Delete

	3: EXPORTING THE FILE 


To export a web-ready .mp3 file:

· Select File > Export as MP3

· Choose a location to store the file and click on Save

· At the box headed ‘Edit the ID3 files’, leave the fields blank and click on OK.

If you want to keep a high-quality version of your edited file:

· Select File > Export as WAV

To close down Audacity

· Select File > Exit
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