
Purpose 
To handle, edit and prepare digital audio from 
oral history interviews ready for transfer to the 
Norfolk Record Office.  

Location 
This role can be completed from home, but also 
at the Eighth in the East office or partner 
organisations if necessary. 

Committed Time 
Variable.  
All oral history volunteers should be prepared 
to offer at least three hours each week, 
though this will depend on the number of 
potential interviewees.  

Length of Role 
Approximately six months, with scope for a 
longer role if desired. 

Expectations of your role 
‣ Ability, or willingness to quickly learn how, to 

use storage and sound software  

‣ Upload/download and manage data files 
(audio, image and textual) 

‣ To carry out basic digital audio edits  

‣ To liaise with summarisers regarding the 
creation and transfer of MP3 versions of 
recordings 

‣ Ability, or willingness to quickly learn how, to 
rename and organise data files 

‣ Good time management and organisational 
skills 

‣ A clear and confident communicator 

Your Training

‣ How to carry out basic digital audio edits 
using sound software 

‣ How to export files into different formats 

‣ How to upload and download files from basic 
cloud storage programs

Technician Training

To help you achieve your full potential as an technician you can expect training from us in: 

 The Eighth in the East  
 Oral History  



!

‣ An oral history can contain sensitive material, and once an interviewee has been recorded, there 
is a possibility that they will have ‘closed’ their interview in an archive until their death or beyond.  
This means that you are in a position of responsibility when editing an interview.  

‣ An interviewer will be in charge of uploading their appropriately named recordings onto the 
project Dropbox in the folder ‘Digital Audio’, and this file should not be stored there for more 
than 48 hours.  

‣ You should be contacted by another oral history volunteer to tell you that the file has been 
uploaded, and download it before the 48 hours elapses and the file is removed again.  

‣ The audio file can be downloaded 
by clicking on the appropriately 
named file in the folder and using 
the pop up menu at the top to click 
on ‘Download’. Please be patient 
with the downloading process, as 
these can be quite large files.  

‣ To download the file, you will need to create a Dropbox account. This is a simple process which 
you’ll be guided through on the website, and you should have received a link to the Oral History 
Volunteers Dropbox via email when you began the project.  

‣ Once you have downloaded the file successfully, it is always useful to let the individual who 
uploaded it know. This means the file can be swiftly removed. !

Understanding File Naming  

‣ Naming your recordings correctly is essential in 
oral history work.  

‣ With all recordings correctly named, each 
member of the team can correctly identify them, 
and be confident there are no duplicates, and all 
accompanying documentation is present too.  

‣ The file naming system for this project uses 
information which helps identify the interviewee, 
the date the interview was conducted, and the 
interviewer.  

‣ Using the details given to you by your coordinator about 
which recording you should be editing, you should be 
able to easily locate the file on the Dropbox. 

Interviewee: Reid  
Date: 18/08/2014 

Interviewer: Alex Reid 
Reid14082014AR

Downloading Digital Audio

Downloading and Organising Digital Audio



‣ Having downloaded your audio, it’s useful to create appropriately named folders.  
This will help prevent the creation of duplicates, and make it easier to manage or locate any 
information necessary during the archive process at the end of your time as a volunteer.  

Creating a folder 

‣ Creating a folder on your computer is very easy, and 
will help you to manage your files.   

‣ Go to the location where you want to create a new 
folder. 

‣ Right-click a blank area on the desktop or in the 
folder window, point to New, and then click Folder. 

‣ Type the surname of the interviewee to name the 
new folder, and then press Enter.  !

 
File Workflow 

‣ Three new subfolders need to be created called: 
Masters, Playback Masters, and Access Copies.  

‣ When you download the audio file from Dropbox, it is 
necessary to save it to your ‘Masters’ folder as these 
are the original unedited files in WAV format. 

‣ The Playback Masters are the edited master files 
which need to be saved in both WAV and MP3 
formats.  
See below for how to edit these from the Masters and 
how to export to MP3 format.  
 

!

Organising Digital Audio



Moving your Digital Audio  

‣ You can move your digital audio in one of two 
ways, but please be aware that both may require 
allowing some time for the file to be transferred.  

1. Your first option is to click and drag the file to 
your appropriately named folder.   

2. Your second option is to use right-click, select 
copy, and then paste the file into the 
appropriately named folder. 

Moving your finished files  

‣ Your edited files need to be transferred back to the project once they are finished.  

‣ You can do this by uploading, using the toolbar at the top of Dropbox, to the Digital Audio 
folder.  

‣ Before you do this you will need to create the same subfolders on Dropbox as on your 
computer.  Once you have uploaded them, you can let Eighth in the East’s Project Leader 
David Cain know via email. This can be found on the final page of this document.   

Playback and Editing Software

Playback 

‣There are many different programs you may choose 
to use when trying to listen back to your recordings.  

‣ Some which you may be familiar with include iTunes 
and Windows Media Player. Please use these if you’re 
more comfortable with them, or a choice of your own 
that you’ve used before.

 Audacity !
‣  However, if you are unfamiliar with these programs, there is 

a free program which you can download from the internet 
called ‘Audacity’.  

‣  This can be found and downloaded by typing ‘Audacity’ 
into google.com and following the download instructions.  

‣  This is the program we recommend you use to edit the 
audio files. 

http://google.com
http://google.com


!
Importing your Recordings 

‣ To import your recordings into Audacity, open the program and at the top of your 
screen select ‘File’ and then ‘Open’ 

‣ You can then open your recently imported recordings from their appropriately 
named folders.   

‣ This will take a few seconds/minutes depending on the file size. 

Playback 

‣ Audacity, unlike most other programs, requires 
you to press Pause again, rather than Play, 
when you want to recommence listening to 
your audio in the same position.   
By pressing Play or Stop, the audio will 
recommence from the beginning.  

‣ It’s useful to have a play around with the 
software to get your bearings.  All of the 
buttons have highlighted drop-down boxes 
which tell you what they do when you hover over them to help stop you from 
getting lost or confused.  

Instructions 

‣ For instructions on how to use Audacity, please see their help manual:  
file:///Volumes/Audacity%202.0.5/Audacity/help/manual/quick_help.html 

‣ This provides help on all of the things you may be asked to do as a technician:  

‣How to import and play an existing audio file 

‣How to edit sounds, including applying effects  

‣How to save or open an Audacity project  

‣How to export to an MP3 or other audio file  

‣How to burn to a CD  !
‣ You may also find it helpful to use youtube.com to look up ‘Audacity tutorials’ if you 

need extra help.  
For help importing and editing audio this video is very helpful: 
https://www.youtube.com/watch?v=dbqJVC6kQ50 

‣ Some instructions have been included on the next page to help get you started.

http://youtube.com
https://www.youtube.com/watch?v=dbqJVC6kQ50
http://youtube.com
https://www.youtube.com/watch?v=dbqJVC6kQ50


‘Cutting’  
Why?  

‣ When creating your playback masters, you may need to edit the audio to ‘cut’ any 
unnecessary audio at the beginning or end of the recording.  
For example, all interviewers are encouraged to do a small pre-interview chat about the 
weather to relax their interviewee, and it is unnecessary to keep this on the playback 
master.  
However, if in doubt, don’t cut! If you think it might be important, use your better 
judgement and keep it in the Playback Master. 

How? 
‣ Firstly, you need to listen to the interview in order to understand what you need to keep. 

This can be done through Audacity, and as you listen, you can use the time stamps at the 
bottom of the program to note when there appears to be unnecessary passages of 
audio.  
You can then use these as guides to listen back and determine whether these parts 
need to be cut.  

‣ Once you have listened back a second time, 
and isolated an area that needs to be cut, 
use your mouse to pinpoint the time you 
think the cut should begin, and the drag the 
mouse to the time the cut should end on the 
main section of audio.  
 
You will be able to see it has been selected 
as it will be highlighted behind the 
wavelengths.  See vertical red box (right). 

‣ Once the area has been selected, use your 
mouse to click on the button called ‘fit 
selection’. Found in horizontal red box 
(right). 
This will now blow-up that selection so that it occupies the full window.  
For example, if you have selected 25 seconds, it will only display that section of audio. 
This is important for fine-tuning the selected area to be cut, so that you don’t 
accidentally cut the start of the next word/sound. 

‣  When you are sure of the audio within the initial selection to be cut, use your mouse to 
click and drag another internal selection, and use the delete key on your keyboard to 
‘cut’ it out of the audio. This portion will now no longer be in the full audio file. 

Editing Using Audacity



‘Exporting to MP3’ 
Using Audacity 

‣ To use Audacity to export your files to MP3, you will need to 
download a plug-in called ‘Lame’. 

‣ To export your audio to MP3 format, use the Audacity toolbar at 
the very top of the program, select File, and scroll down the menu 
to ‘Export As MP3’.  
If you do not already have Lame installed as a plug-in, it will 
prompt you to download it.  

‣ On the page, directly underneath 
"For FFMpeg/LAME on Windows”, 
left-click the link Lame v3.99.3 for 
Windows.exe and save the file to 
your computer. 

‣ Double-click "Lame v3.99.3 for Windows.exe" to launch 
it (you can safely ignore any warnings that the "publisher 
could not be verified”). 

‣ Follow the Setup instructions to install Lame for 
Audacity. Once installed, you should now be able to 
export MP3s without any further configuration.  

Using iTunes 

‣ Using iTunes to export from WAV to MP3 is a slightly 
different process from using Audacity with a plug-in.  

‣ Once you have a saved WAV formatted Playback Master 
file, make a copy of this file, and import the copy to 
iTunes using the control menu in iTunes, or by dragging 
it into the program.  

‣ Before you add the file to iTunes, use the Edit option on 
the main menu to change your ‘Preferences’. 
Select ‘Import Settings’, and change these to ‘MP3 
Encoder’ from the default setting 
which is  ‘AAC encoder’.  

‣ Once imported under these settings, 
the file will be found in your iTunes 
Media folder on your computer. You 
can then copy and paste, or drag the 
file to your appropriately named 
folder on your computer.  



Jonathan Draper   Senior Archivist 

Norfolk Record Office 
The Archive Centre 
Martineau Lane  
Norwich 
NR1 2DQ 

jonathan.draper@norfolk.gov.uk 
01603 222599 ext 2692

David Cain   Project Manager 

8th in the East 
The New Cut 
Halesworth 
Suffolk 
IP19 8BY 

david@8theast.org 
01986 873516

Nick Patrick   

8th in the East 
The New Cut 
Halesworth 
Suffolk 
IP19 8BY 

nick@8theast.org 
01986 873516

Libby Morgan  Librarian 

2AD Library  
The Forum 
Norwich  

Norfolk 
NR2 1AW 

elisabeth.morgan@norfolk.gov.uk 
01603  774747

Additional Materials 

‣ Any additional materials mentioned in 
this training document that are not 
included are most likely on the project 
Dropbox. 

‣ When you joined the project as a 
volunteer, you should receive an email 
containing the link to this Dropbox 

‣ You’ll need to quickly create a free 
account to see the folder. 

Additional Information
Contacts

‣ These individuals are here to help and support you during your time as a volunteer.

mailto:jonathan.draper@norfolk.gov.uk
mailto:jonathan.draper@norfolk.gov.uk

