
How to Produce a Podcast Using Zoom and Audacity 
 
NOTE: This guide sheet assumes that you have a basic understanding of the Zoom app and its 
functionality (e.g., starting a meeting and inviting guests). 
 
Zoom has been used to record many podcasts in recent years with some basic rules to follow. Here 
are two to begin with - 
 

1. Use a good microphone. The microphone in your laptop may not be the best. You can 
attach a USB microphone like the Blue Yeti, or I have a lot of success connecting my AirPod 
Pros to my laptop and using their excellent microphone to record in Zoom. 

2. Record in a quiet, non-echoey room to minimize background noise. 
 
So, now you have a decent mic and suitable recording space. Next let’s make sure Zoom is setup 
properly. 
 
As you might know, Zoom does a great job of automatically leveling and filtering out noise when 
recording audio, but you need to make sure Zoom is setup to do that on your computer as well as 
your guest’s. 
 
In Zoom’s “Settings”, match your (and your guest’s) “Audio” settings to this: 

  



Now on your computer, as the host, you will be recording the session. To properly do that, go into 
Zoom’s “Settings” and match your “Recording” settings to this: 

 
NOTE: It is important that you save the recording to your computer and not the cloud. You will get a 
higher quality recording and be able to easily access the files for editing later. 
 
When you are done recording. Navigate to the place on your hard drive where the audio files were 
saved. You will find a M4A audio file for each participant. Listen to the tracks to check their quality. 
If they are good and clear, then you are ready to use them for editing. If they are noisy or sound 
unprofessional, then you can try enhancing with an Adobe AI tool. In order to make that Zoom 
recording sound near-studio quality, you can use the Adobe Podcast Enhance Speech web tool 
[https://podcast.adobe.com/enhance#]. It will have you upload the file and automatically convert 
it. When done, it will allow you to download the new enhanced file. The file name will be the same 
with 90p.WAV slapped on the end. Once you have enhanced all of your audio files and you have 
90p.WAV files, you can edit. 

https://podcast.adobe.com/enhance
https://podcast.adobe.com/enhance


 
  
Download and install the free app Audacity [https://www.audacityteam.org]. In that you can import 
both audio files as tracks that will line up like this screenshot. 

 
Then, using the split and delete functions you can slice and dice both tracks to edit out any parts 
you want. Be mindful to split and delete both tracks with every edit so they do not get out of sync. 

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


The end result looks like this prior to export. 

 
Lastly you will export your edited conjoined tracks as one MP3 file, ready for sharing, by going to 
File>Export Audio. Use these default parameters, set your destination folder, and export. 

 
  



Note that I did not mention adding music or adding additional segments such as intros/outros. 
That is another layer of complexity that I’m not sure you need. If it is decided that you do, want 
to add music, an introduction, or signoff, you can add additional tracks to your audacity project 
and import your content, trim it to size, place it in the timeline where you want it to be heard, 
and apply any appropriate fade-in/out transitions. The help section for Audacity will be your 
best guide for these features. 
 
When you have your final MP3 file you can send that to anyone to listen too. If you need to put 
it out on a podcast service, you have lots of choices. We find Spotify Podcast to be one of the 
most user-friendly services. Alternatively, if you are just sharing it with a class, you can simply 
upload it to that class’s assignment page like you would any other slides or videos that they are 
supposed to watch and bypass the podcast services all together. 
 
This guide sheet is designed to get you a basic audio podcast that sounds polished and 
professional. It is up to you to keep it concise, relevant, and compelling. That can be through 
preplanning, microphone discipline (i.e., avoid rambling, avoid talking over each other, avoid 
‘ums’ and ‘ahs’), and editing in post-production. 
 
Good luck! If you have further questions or need support you can reach Instructional Media 
Services via email – ims@med.unc.edu. 
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