 How to use Audacity:

· Double click on the Audacity icon (or open the program from the Program Menu).

· Check that the Project Rate at the bottom is showing 44100 if you wish to import an audio track over this later. If it is showing a different number, change it to 44100 by clicking on the number and selection the desired rate or go to File, then Preferences, and then Sample Rates and set the Default Project sample rate to 44100.

· Have your microphone ready and press the red Record button.

· After a few seconds begin to speak into the mic.

· When you have finished press the yellow Stop button.

· At this stage you will see a thin blue line and when you press Play you won’t be able to hear anything as it needs amplification. Click in the big box on the LH side of the line (where you have recorded) and it will highlight the whole recording.

· Click on Effect and then Amplify and then OK. The program will set the amount of amplification you need.

· It will now be amplified, but there will be background noise. To get rid of the noise on the recording, drag across and highlight the first few seconds of your recording where you were not speaking to capture this bit of ‘silence’. This is the noise that must be filtered out.

· Click on Effect and then Noise Removal. Click on Get Noise Profile and it will apply the noise profile you have captured.

· Highlight the whole recording again by clicking on the side, then go to Effect, Noise Removal and then click on Remove Noise.

· If you now listen by pressing the green Play button, the recording should sound clear, audible and have no significant noise. You can highlight and remove some of the early or late part of the track where you are not saying anything, but it may not hurt to have a little lead in time.

· If you wish to add a music track to this recording go to Project and Import Audio and then go to the folder where the track is kept and double click on the track.

· It is likely that the track will be too loud for your needs and may overpower your voice track. Click on the side of the Audio track (there will be two if it is in stereo) and then go to Effect, Amplify and then draw the amplification marker from 0 down to around -4 or so. Try playing it to see if it needs to go down from there.

· You can Insert Silence under Edit or do other effects such as Fade In or Fade Out under Effects. Fading in or out may be particularly useful for any sound track you wish to incorporate so that you fade in at the point you want in the song or it fads out soon after your voice track ends.

· While you are working with your project Save it as a Project under File. Once you are happy with the final product then Export it as a WAV or MP3 file. At this point you will not be able to edit it further.

