
This guide will show you how to record and edit a podcast in the NextCorps Media
Room using GarageBand.

1. Launch GarageBand and Save Your Project
Launch GarageBand from the dock at the bottom of the screen by clicking on the icon
(located near the middle of the dock), or press Ctrl+Space and type garageband.

● By default, GarageBand will open the most recent project. This may be somebody
else’s project!

Once GarageBand is running, go to File > New. A window will open with some template
options. Ensure that Project Templates is selected on the left side of the window, then
click on Podcast Template.band and then click Choose in the bottom right corner.

Once you click Choose, an empty project window with some empty audio tracks should
appear. Go to File > Save As… and save the project in your personal folder or company’s
folder, located in the Documents folder on this iMac. You can enter a name for your
project by replacing the “Project.band” text at the top of this window.

● You may need to create a new folder for yourself if you have not done so already.
Files not stored in your personal folder inside of the Documents folder may be
deleted!





2. Record
The template that you loaded should have everything that you need to record a podcast
with two speakers. There are a few steps to follow before you press record.

First, press the small circle button on each microphone track that you wish to record. If
the circle is not flashing red, you will not be able to record audio on that track.

Next, position yourself so that you are comfortable. If you are recording more than one
person (e.g. an interview or conversation), position yourselves so that you are facing
each other and can have a natural conversation. Once you are comfortable, position the
microphone so that it pointed directly at your mouth, no more than a few inches away.

Once the microphones are in place, click the record button, a red circle at the
top-center of the screen, to begin recording. You should see red boxes start to appear
on the screen. This means that you are recording.



Once you are done recording, press the stop button, located two icons to the left of the
record button, to stop the recording. The red boxes should turn blue; this means that
the audio items have been captured and are ready to be exported or edited.



3. Edit
If you also recorded video, make your edits in the video editing software! This will
ensure that the audio easily synchronizes to the raw video files.

Most editing for podcasts involve cutting out unwanted pieces of audio and rearranging
pieces of dialog to create a better narrative. In GarageBand and most other editing
applications, the playhead is used to determine where cuts will be made. The playhead
is the white arrow near the top of the screen with a white line descending from it:

To move the playhead, you can either click and drag on the white arrow, or click in the
lane just beneath the timestamps (0:44, 0:46, 0:48 pictured above) where the playhead
resides.

If you recorded a lot of audio, you may not be able to see all of it on one screen. Use
the + and - keys, or the slider at the top-right corner of the screen, to resize the audio so
that you can see what you need to see.

To make a cut, move the playhead to the location where you want to make an edit.
Then, click on the audio item that you want to cut (or Shift+Click to select multiple
files), and press Ctrl+T (Cmd+T on a Mac keyboard) to make the cut.



Now each audio item is split into two parts; one before the playhead, and one after. To
delete an audio item, click on it and press Backspace or Delete.

● To remove part of an audio item, you can make a cut at the beginning and end of
the segment you want to remove, and then delete just that portion.

● To move audio items, simply click and drag them to a new location in the
timeline.

If you have any external audio (music, pre-recorded intros/outros, etc.) that you would
like to include, move that file to your personal folder in the Documents folder, then click
and drag it onto the Misc Audio track in GarageBand, which is located below the two
microphone tracks. You may need



4. Export
To export your recording, go to Share > Export Song to Disk… at the top of the
screen. Select a name for your file, and then choose your company’s folder as the
destination.

For the format, MP3 should cover most of your needs. MP3 files are relatively small in
size and are easy to share with others. Choose WAVE if you are planning to use the file
in another program (such as a video editor or another audio editor), or if your
distribution platform specifically asks for uncompressed/lossless audio files.

Once you have set the file name, destination, and type, click Export in the bottom-right
to export your file. You can then transfer it to a flash drive or upload it to Google
Drive/Dropbox/email/etc. for further use.


