
Hands on 
transcription 
with Otter.ai



What we’ll cover today

✓Editing an audio recording in 
Audacity
✓Exporting as an audio file
✓Uploading to a SoundCloud 

account & editing the settings
✓Sharing with others publicly & 

privately
✓Embedding your clip on a website



Quick question: 
what stories are 
you editing and 
sharing?

Answers in chat



What can you do with Audio?

✓Longer ‘digital stories’

✓Sound bites showing impact

https://cvalive.org.uk/abcd/our-abcd-projects/best-start/
https://www.leah.org.uk/success-stories/inas


✓Collections 
of audio

https://audioboom.com/CPOF
https://audioboom.com/playlists/4621644-asad-s-reflections-of-his-work-experience-at-superhighways


✓Bringing 
audio to 
presentations

https://audioboom.com/posts/7022947-man-boy-a-positive-story-of-impact
https://prezi.com/view/FKLwoCpbProPXzbwGwGw/


✓Following your 
funder’s 
example?

https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/Hands_on_audio_editing_with_Audacity_audo_file.mp3
http://www.soundcloud.com/


RECAP

Recording and 
transcribing 
audio



Recording &
Transcribing –
Otter.ai DEMO

https://otter.ai/pricing 

There are others (but paid for 
multi-language e.g. Rev and Sonix

https://otter.ai/pricing
https://www.rev.com/automated-transcription
https://sonix.ai/


HOW TO

Edit audio files 
using Audacity



Download Audacity – open source

https://www.audacityteam.org/download/


Download our conversation

✓Download this 
MP3 file of Kate 
and Sorrel 
talking unless 
you already 
have a file to 
work on

Click on the 
three dots 
(ellipsis)

Click on 
download

https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/Hands_on_audio_editing_with_Audacity_audo_file.mp3
https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/Hands_on_audio_editing_with_Audacity_audo_file.mp3


Refer to our step 
by step guide

https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/A_step_by_step_guide_for_using_Audacity_for_simple_audio_editing_2021.pdf
https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/A_step_by_step_guide_for_using_Audacity_for_simple_audio_editing_2021.pdf


Editing
DEMO:

Essentials



Try it for yourself:

1. Download this audio file (or your own)
2. Import into Audacity
3. Get familiar with key audacity controls 

including Selecting audio, jumping to a specific 
point, Zooming in and out

4. Now delete ums, parts where people speak 
over each other, and the end.

5. Split at a place of your choosing and add a 
pause

6. Save and Export your file with a new name

https://superhighways.org.uk/files/view/trust-for-london-programme/hands-on-series/audio-editing-publishing/Hands_on_audio_editing_with_Audacity_audo_file.mp3


Editing
DEMO: 
Effects



HOW TO

Publish your 
audio recording 
via SoundCloud



1. Log in to your SoundCloud account
2. Click on Upload

Publishing audio with SoundCloud



Uploading audio files

✓In the free account you have 
180 free minutes of free 
uploads

✓Choose the file/s you want to 
upload and select whether 
you want to publish Publicly

✓Or Privately - Only you and 
people you share a secret 
link with will be able to listen 
to this track.



Editing settings
✓Choose to upload an 

image (optional)

✓Edit the title, and add a 
description & tags

✓Click Save to publish the 
audio track 



Check your permissions

You may not want anyone to download your recording. This will not prevent 
you downloading your own recording as an administrator of the account



Try it for yourself:

1. Upload the Audio file you have 
just edited & exported from 
Audacity

2. Add an image and some 
context for your clip & select 
Private

3. Publish to your SoundCloud 
account 



HOW TO

Share your 
recording



✓ You can Copy a link to share with others
✓ Go back to edit settings
✓ Or Share enables the following options…

Your audio track is published



✓Share straight out to 
social media

Sharing options



✓Embed in your website by 
copying and pasting the 
code into he html of your 
web page

✓Customise colours (& 
potentially size of embed)

✓Use Embed Responsively 
website if having problems 
with sizing

Embed on a website

https://embedresponsively.com/


✓Private share is 
available if your 
recording is private 
but you still want to 
share with some 
people

✓Reset secret link will 
immediately revoke 
access

Share a secret link



Try it for yourself:

1. Share a secret link to your 
recording in Chat



✓Turn your audio into 
a video
✓Upload and insert an 

audio recording
✓Add a waveform 

graphic or video or 
your own photos
✓Share, publish to 

social, embed on 
your website or 
download

Additional option: Canva



✓Turn your audio into 
video in 3 easy steps

1. Upload your audio 
and trim the ends

2. Pick a template
3. Click on create

✓Up to 5 videos per 
month

✓10 mins transcription 
per month

Additional option: Headliner



Step 1: Choose Manual 
Audiograms

Step 2: Choose destination 
means pick a size. So you 
can also click I’m not sure, 
show me the old options



Step 3: Choose up to 
10 min

Step 4: Go the upload 
tab and drag or choose 
your audio file



Step 5: Trim the 
beginning and end if 
needed. Turn captions 
on.

Step 6: Choose a template. 
It shows you where your 
captions will sit if you’ve 
turned this on



Step 5: Choose 
waveform

Step 6: Click on Escape 
to shut the waveform 
types down once 
you’ve clicked on one. 
Then scroll down to the 
bottom of the screen to 
rename and create 
your video 



✓All in one platform: 
upload, edit, 
download and share
✓You can also use it 

to edit out bits you 
don’t want and 
download the new 
files as MP3s
✓Free version

Additional option: Spotify for Podcasters



Final thought



SORREL PARSONS / KATE WHITE
info@superhighways.org.uk
www.datawise.london
www.superhighways.org.uk

Thank you for taking part

http://www.datawise.london/
http://www.datawise.london/
http://www.superhighways.org.uk/


Happy 
audioing!
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