
Lesson 3 - Podcasting Skills sheet 3

Getting started
1.  To begin select the GarageBand option from the selection at the 
bottom of the screen by clicking on the following symbol. -

                                    

2.  If the symbol does not appear at the bottom of the screen you can 
use ‘Finder’ function.  Click on the ‘Finder’ symbol, select ‘Applications’ 
in the left hand window and GarageBand should also appear in this 
folder.

          

3. When the window opens , select the ‘New music project’ option. 

4. You will be asked to give your new podcast a name to be saved 
under., please include your own name in the title so that it won’t be 
mixed up with your classmates’ –



Voice Recording 

5.  Select one of the male or female voice options (it doesn’t matter 
which) so that it is highlighted; -

5. On the computer there is a small hole on the top right of the 
screen’s frame. This is the microphone for the computer so when 
recording it is better if you get as close as you can to this; especially 
if you are working in a noisy classroom. 

6. When you are in position and ready to record, press the red button 
to start recording and press it again to stop.

                          

7.  You will see the sounds appearing in a purple bar as you record.  A 
red line also moves in front of the recording bar.  Once you have stop 
recording and you want to listen to your work, drag this red line back to 
the start (using the small grey triangle slider at the top).

                          

8.  Once the red line is back at the start of the recording you can press 
the play button to listen back to the recording that you have done.  
Press the play button to start the playback and press it again to stop.



                       

9.  If you want to add more to your recording, drag the red line to the 
end of your last recorded bar and press record again.

                             

10. If you want to delete a recording that you have made, select the 
purple recording bar and press the Backspace/Delete button on 
the keyboard. 

11. To return the red line to the start of a recording session so that you 
can listen to your work so far; press the ‘back to the start’ button 
beside the play button.-

                                       

Joining recordings together

12.  Select the two recordings that you want to join together by holding down 
the ‘Shift’ key and clicking on the two bars; they should turn purple once 
selected.

              



13.  Once the two parts have been selected, choose the ‘Edit’ option from the 
top toolbar and select join.  The two sections will then become one.  

                 

Jingles and Sound effects

14.  Click on the Jingles section of the tracks until it is highlighted. -

    

15.  On the middle bar, on the lefthand side, click on the eye icon. -

                             

Just will result in a section of sound effect options appearing at the 
bottom of the screen.  In the ‘Loop’ section you can choose if you want 
a jingle, a sound effect or a stinger (short sound effect).  By clicking on 
one of these the various options will appear on the right.  

16.  You can choose the style of jingle that you are looking for and the 
various options will appear on the bottom right of the screen.



By clicking on each of the jingles you will be able to listen to them.  
When you find one that you would like to use, simply click on it and 
drag it up to the Jingles section of your main recording.  The jingle will 
appear as a sound bar. –

17.  You can move these sound bars, by clicking and dragging them.  
For example you might want your jingle to play before your voice 
recording so drag you voice recording to the end of the jingle section 
so that it will play immediately after.

                                         

18.  If you want a sound effect to play quietly in the background behind 
your voice recording you can adjust the volume so that the voice is 
loud compared to the music/sounds. –



               

Ducking backing tracks
19.  Sometimes you might want to lower the volume of a backing track 
so that you can hear a voice recording more clearly.  When you lower 
the volume of one track to make others easier to hear it is called 
“ducking”.

In GarageBand you set “ducking” by selecting a lead track and a 
backing track.  Select ‘Control’ from the toolbar at the top of the screen 
and click on the ‘Ducking’ option.

                 

Then on your recordings select the arrow point upward for those tracks 
that you want to be you lead tracks and click on the arrow pointing 
down for those tracks that you want to be your backing tracks.

                            



Saving and Exporting to iTunes

20.  During the recording process remember to save your work every 
10-15mins so that you don’t lose any of it, if anything happens to the 
computer.

Once you have completed your podcast recording you will need to 
export it to iTunes which reduces the file size and changes it into a 
format that can be used on the school website

To export to iTunes you will need to select ‘Share’ from the top toolbar 
and click on ‘Send Podcast to iTunes’.-

This will result in the computer opening iTunes and you should see a 
copy of your podcast appear in the iTunes library section.

If you then open the folder or the pendrive that you would like to save 
your recording into, then select the recording in iTunes and drag it into 
the folder you want it to be saved in.  It will appear as an mpg file. -

                                  
Once you have saved your final recording please remember to return 
to the desktop and delete the original GarageBand file so that we keep 
the computers clear of any unnecessary files.

                                


