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Podcast Training 
Adding Podcast Tags and Pictures 

 
 
 
 

 

 
 
From Audacity, pull down the Project menu 
and select Edit ID3 Tags 
 
These ID tags become the song name, artist, 
and album in the iTunes Library. 
 
 
 
Pull down File and choose Export as MP 3 

 

 
 
 

There are two ways to add a picture to a 
Podcast. Here’s the easiest. 
 
Start iTunes and Drop your MP3 into main 
window. 
 
Select your podcast 
 
In the lower left corner, find the Now 
Playing/Selected song window. 
 
Click the header so that the window says 
“Selected Song.” (notice the window says 
“Drag Album Artwork here.” 
 
Find your artwork and drop it in the window. 
Drag your podcast back out of iTunes. 
 
However, when you drag the file OUT of 
iTunes, the file name will be changed to the 
Title listed in your ID3 tag. Change the file 
name back to something simpler. 
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Completing Your Tags in Podomatic 

 

 
These tags become the podcast name, 
category, and description in the Podcast 
listing in iTunes. 
(These are different from the song name, 
album name, and artist) 
 
You may upload a picture that will be 
displayed on your podcast page. (The 
picture is not embedded in your podcast.) 
 
Write your podcast description in the 
Comments field. 
 
 

 
Completing Your Tags in Gcast 

 

 
After you upload your podcast, enter 
your podcast page and click Edit this 
post. 

 

 

 
These become your podcast Title and 
Description. 
 
Enter your podcast title. 
 
Enter your podcast description. 
 
Finish by clicking Update this post. 

 


