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AUDACITY QUICK START 
 
Audacity is a sound recording and editing program. It is free Open Source Software and can be 
downloaded from http://audacity.sourceforge.net. 
 
Using Audacity, you can create a recording and import audio, add music and special effects, edit 
the tracks, and mix them down into a final piece. 
 
The interface for Audacity includes various controls and toolbars and a series of audio tracks. The 
timeline runs horizontally across the screen. 
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Recording in Audacity 
 
To record in Audacity: 
 

• Open or create a new project. 
 
• Connect and prepare your microphone for recording. 

• Tap the record button    to begin recording. 
 

• Tap the stop button     to stop recording. 
 
 
Importing an Audio File into Audacity 
 

• Go to the Project menu. 
 
• Select Import Audio and select a file. (You can choose a clip from the Music folder on 

the K12 Handhelds Podcasting CD.) 
 

• The file will be imported into a new audio track. 
 
 
Playing Audio in Audacity 
 

• To play back your tracks, position the selection tool   where you want to begin. (You 
can use the Home or End keys on your keyboard to go to the beginning or end of the 
tracks.) 

• Tap the play button    to play. 
 

• Tap the stop button     to stop playing. 
 
 
Editing Your Tracks in Audacity 
 
There are many ways you can edit files in Audacity. We’ll cover a few here. (See the Audacity 
manual for a full discussion of this topic.) 
 
While you are working, make sure to save your project frequently. 
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Time Shifting 
 
As you are adding different audio tracks, you can rearrange the sequence of them. To do this: 
 

• Select the Timeshift tool . 
 
• Click the track you want to move and drag it to the desired location. 

 
Adding Silence in the Middle of a Track 
 

• Select the selection tool  . 
 
• Click where you want to add silence. 

 
• Go to the Generate menu. 

 
• Choose Silence. (You can shorten or lengthen the silence by cutting, copying, or pasting.) 

 
Cutting, Copying, and Pasting 
 
Much like you cut, copy, and paste text, you can do the same with audio. To do this: 
 

• Select the selection tool  . 
 
• Click and drag to select a segment of one of your tracks. 

 
• Use the Edit menu (or control key equivalents) to cut, copy or paste. 

 
Looping Audio 
 
Audio clips are short segments of audio that are designed to “loop” or repeat as many times as 
you want. To loop audio in your project: 
 

• Import a loop. (You can choose a loop from the Loops folder on the K12 Handhelds 
Podcasting CD.) 

 
• Select the whole loop with the selection tool.  

 
• Use the edit menu (or ctrl-c) to copy the selection. 

 
• Go to the end of the loop (use the End key on your keyboard). 

 
• Paste the loop as many times as you want it. 

 
(You can also do this by using the Repeat Effect. See below.) 
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Changing Volume Levels 
 
When you are mixing voice and music, you may want to change the volume levels of certain 
portions, for example, to fade out music as a voice track comes in. To do this: 
 

• Select the Envelope tool  . 
 

• Click at various points on the track to add control points. Control points provide the 
inflection points for the volume levels. 

 
• Grab the control point handles and drag up or down to increase or decrease the volume. 

The volume level will be interpolated smoothly between the various control points. 
 
You an also increase the overall volume of a specific track: 
 

• Highlight the track.  
 
• Use the Effect menu, and select Amplify. 

 
• Choose the amplification, and click OK. 

 
Adding Effects 
 
There are a variety of special effects available in Audacity. These effects let you do things like 
amplify, add echo, or change pitch or speed. To do this: 
 

• Highlight the track.  
 
• Use the Effect menu, and select the desired effect. The parameters vary depending on the 

effect you choose. You can preview most effects, and if you don’t like an effect, you can 
undo it. 

 
Saving your Final File from Audacity 
 
Once you are happy with your final project, you can mix the tracks down and export a final file. 
To do this: 
 

• Go to the File menu. 
 
• Select Export as MP3, and then click OK. 

 
• Choose a location and give your file a name, and then click Save. 

 
Now you have a mixed MP3 file that you can save to your MP3 player, email to a friend, or  post 
to the Internet. 
 
Note: The first time you export an MP3 file in Audacity, you will need to locate the lame_enc.dll 
file. To download that file, go to audacity.sourceforge.net. Click downloads, select your platform, 
and under Optional Downloads, click LAME MP3 encoder to download the file. 
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Other Tips 
 
Here are some other useful tips for using Audacity: 
 

• Start by doing a test recording to test your levels and make sure the peak volumes of your 
audio don’t clip. They shouldn’t reach the top or bottom of the track display.  

 
• You can record on your MP3 player and then transfer the WAV files and import them 

into Audacity. 
 

• If you have trouble recording on your desktop computer, try checking your microphone 
levels in Control Panel of Windows (Start → Control Panel → Sounds and Audio 
Devices → Voice → Voice Recording → Volume). 

 
• Audacity uses a relatively high quality sampling rate for recording. The quality level of 

this is high, but it also takes up a lot of space and may tax your computer. If you don’t 
need high quality recording, you can adjust this under the Preferences menu in the 
Quality tab. 

 

• When you are playing back your mix, you can mute    or solo out   
certain tracks.  

 
• Audacity projects are saved in an AUP format. These files can be opened and edited in 

Audacity. Final audio mixes can be exported as MP3, WAV, or OGG files. 


