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Audacity Ð A Quick Overview 
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Recording 
Basic Recording 

 
Open Audacity 

 

1. Open Audacity ( Double click on the 
icon on the desktop or click Start | 
Programs | Audacity) 

 
Adjust Volume Levels 

 
 

 
 
 
 
 

2. Test your microphone levels 
(optional). 

a. Press RECORD. 

b. Speak into the microphone 

c. If necessary, adjust the 
microphone volume. 

d. Press STOP when you have the 
correct levels. 

e. Delete your practice track 

 

3. Click RECORD. 
4. If you want to pause while recording 

click Pause. To continue recording on 
the same track, click PAUSE. 

5. When you are done recording, click 
STOP. 
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 Listening to an existing track while recording a new one 

 
 
 

1. Open Audacity ( Double click on the 
icon on the desktop or click Start | 
Programs | Audacity) 

 
 

 

2. Check the preferences to make sure 
Audacity can play and record at the same 
time. 

 a. Click on  File  and choose 
Preferences. 

 b. Click the Audio I/O tab. 

 c. Make sure that there is a check 
next to the box ÒPlay other tracks while 
recording a new one.Ó 

 

3.   Click File and choose Open 

4.    Browse to find your listening file and 
then click open. 

 

5.   Click RECORD to listen to the 
original track and record your own voice 
on a new track. 
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Exporting & Saving 
When you finish working with your audacity tracks, you have several options for saving your files. You 
can save your files as an Audacity Project, or export them in .wav, .mp3, or .ogg formats. HereÕs an 
overview of these options: 
 
File Format Audio Quality File Size Compatible with Best format for 

Audacity Project Excellent BIG! Only Audacity! 
Files you plan to 
continue editing in 
Audacity. 

.wav format Excellent BIG! 
Most media 
players 

Audio CDs, High 
Quality Recordings 

.mp3 Good Small 
Most media 
players 

Web audio 

.ogg Good Small Only Audacity 

Files you have 
finished editing, 
listen to only in 
Audacity 

 
Most of the time, you will save your files in .wav or .mp3 format. Audacity and .ogg formats are only 
good options if you are planning on doing further editing or if you know the files will only be used with 
Audacity. 
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Exporting as .wav 
You can choose to export all of the tracks in your project, a single track, or any part of a track. 

Exporti ng all tracks together (.wav) 

If you have more than one track in your project this will Òmix downÓ your tracks. In other words, the 
audio on each track will be combined, or mixed into a single track. 
 

 

1. Click File and choose Export as WAV 
 
2. Choose a destination and a name for your file. 
 
3. Click OK. 

Exporti ng a si ngle tr ack, or a part of a track (.wav) 

Audacity allows you to export any part of a recording as a .wav file. This is useful if you want to break 
up a long recording into several smaller files. 
 

 

1. Select the part of the track that you want to 
export. If you are saving a single track, select 
the track that you want to save. 
 
 
 

 

2. Click File and choose Export Selection as 
WAV 
 
3. Choose a destination and a name for your 
file. 
 
4. Click OK. 



The LSS Quick Guide to Audacity Ð Page 7 

Exporting as .mp3 
Exporting in .mp3 format is very similar to exporting in .wav format. You can choose to export all of the 
tracks in your project, a single track, or any part of a track. 

Exporti ng all tracks together (.mp3) 

If you have more than one track in your project this will Òmix downÓ your tracks. In other words, the 
audio on each track will be combined, or mixed into a single track. 
 

 

1. Click File and choose Export as MP3 
 
2. Choose a destination and a name for your file. 
 
3. Click OK. 

 

4. For the format, we usually choose ID3v1 (more compatible). 
We have not had any problems with either format. 
 
5. Enter the recording information (optional). 
 
6. Click ÒOKÓ (note - You must click ÒOK.Ó In some versions of 
Audacity, clicking ÒCancelÓ on this screen causes problems with 
the export). 
 
7. Close Audacity (you donÕt need to save your audio in audacity 
format unless you want a high-quality back-up copy or need to 
do further editing). 
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Exporti ng a si ngle tr ack, or a part of a track (.mp3) 

Audacity allows you to export any part of a recording as an .mp3 file. This is useful if you want to break 
up a long recording into several smaller files. 

 

1. Select the part of the track that you want to 
export. If you are saving a single track, select 
the entire track that you want to save. 
 
 
 

 

2. Click File and choose Export Selection as 
MP3 
 
3. Choose a destination and a name for your 
file. 
 
4. Click OK. 

 

4. For the format, we usually choose ID3v1 
(more compatible). We have not had any 
problems with either format. 
 
5. Enter the recording information (optional). 
 
6. Click ÒOKÓ (note - You must click ÒOK.Ó 
In some versions of Audacity, clicking 
ÒCancelÓ on this screen causes problems with 
the export). 
 
7. Close Audacity (you donÕt need to save 
your audio in audacity format unless you 
want a high-quality back-up copy or need to 
do further editing). 
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Basic Editing 
Deleting audio 
1. Click and drag to select the 
audio that you want to delete. 
 
2. Press backspace or delete to 
delete this section of audio 
 
  

The Edit Menu 
1. Click and drag to select the audio that you 
want to modify. 
 
2. Select an option from the Edit menu. 
 
Edit Menu Options include: 
¥ Cut, Copy, and Paste 
¥ Trim (delete all audio except the 

selection) 
¥ Delete (the selected audio) 
¥ Silence (replace the selected audio with 

silence) 
¥ Duplicate (copy the selected audio to a 

new track) 
 
 

 

The Effect Menu 
1. Click and drag to select the audio that you want to 
modify. 
 
2. Select an option from the Effect menu. 
 
Effect Menu Options include: 
¥ Amplify (increases or reduces the volume of selected 

audio) 
¥ Change speed (increases or reduces the length of time 

for selected audio) 
¥ Equalization (changes volume levels for low, mid, 

and high ranges of selected out) 
¥ Fade In/Out (gradually increases/reduces the volume 

level of selected audio) 
 
  
 

the gray bar shows 
that this audio has 
been selected 
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Appendices 
A. Installing Audacity 
1. Go to http://audacity.sourceforge.net/ 
2. Click Download Audacity 
3. Click the link to download the most recent version 
4. After the download finishes, find the installer file and open it. 
5. Follow the installation instructions. 
6. YouÕre done! 

B. Downloading & Installing the MP3 encoder (lame.lib) 

Downloading the encoder 

In order to create .mp3 files with Audacity, youÕll need to download a special encoder called lame.lib. 
The encoder is a free file that allows audacity to create MP3s. 

for Windows 
1. Go to the LAME download page for Windows - http://mitiok.free.fr/  
2. Click on any link from the list of identical "lame-3.96.1" links. 
3. When you have finished downloading LAME, unzip it and save the file lame_enc.dll anywhere on 

your computer. It is a good idea to save it in the Audacity folder. Be sure to remember where you 
save the file. 

for Mac OS 9 or X 
1. Go to the LAME download page for Macintosh - http://spaghetticode.org/lame/  
2. Download the version of LameLib for your operating system. 
3. When you have finished downloading, use Stuffit Expander to extract the files. (This may happen 

automatically.) 
4. Save the file called "LameLib" anywhere on your computer. It is a good idea to install it in the 

Audacity folder. Be sure to remember where you save the file. 

Installing the MP3 encoder 

After downloading the encoder, install it by exporting any audio file as an MP3 in Audacity. You will 
only have to install the encoder once. 

 
Open Audacity 

1. Open Audacity ( Double click on the icon on the desktop or 
click Start | Programs | Audacity) 

 

2. Press ÒRecordÓ and then ÒStopÓ to record a little bit of 
audio. 

3. Click File and choose Export as MP3. 
4. Audacity will ask you to find the lame.lib encoder file. 

Browse to find this file on your hard drive and then click 
OK. 

 

5. Choose a destination and a name for your file. 
6. Enter the file information and then click OK. 
The MP3 encoder is now installed. YouÕre ready to export MP3 
files! 

 


