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Audacity 

 Introduction to Audio Editing with Audacity 
 
 
 
 
 
 

Overview 
 
Audacity is a free, open-source digital audio editing program. Audacity can be used to perform a wide 
variety of editing functions on audio files such as copying, pasting, and silencing portions of a file. 
Multiple audio files can be layered together using different tracks and original tracks can be recorded by 
the user. This workshop will introduce the basic tools inside Audacity, with a focus on simple edits, 
recordings, and exporting.  
 

 
Objectives 
 

 Install Audacity and the MP3 exporter 
 

 Select, copy and paste portions of audio files 
 

 Silence, fade and amplify portions of audio files 
 

 Understand the concept of layering tracks 
 

 Record and export audio files 
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1 Installing Audacity 
 
 

Download and Install Audacity 
 
1. The Audacity installer can be found and downloaded from 
this site: 
http://audacity.sourceforge.net/ 
 
2. /ƭƛŎƪ ƻƴ ΨDownload Audacity 1.2.6Ω όƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ǾŜǊǎƛƻƴύ 
and then on the download page, choose ΨAudacity 1.2.6 
installerΩΦ hƴŎŜ ȅƻǳ click on the link, it will take you to a new 
page and your browser will automatically begin to download 
the installer. 
 
 
 

Depending on your browser, the download may be blocked unless you allow it to download. 
If using Internet Explorer, check the top of the browser for an Ψŀƭƭƻǿ ǘƻ ŘƻǿƴƭƻŀŘΩ ƳŜǎǎŀƎŜΦ 

 
3. Once downloaded, run the installer to install Audacity on your computer. 
 

Install the MP3 Encoder 
 

 
 
1. To export audio files in the MP3 format, an extra download is required. On the download page scroll 
Řƻǿƴ ǘƻ ΨhǇǘƛƻƴŀƭ 5ƻǿƴƭƻŀŘǎΩ and choose LAME MP3 encoder. 
 
2. This will take you to a page with information about the MP3 encoder. Select Go to the LAME 
Download Page. 
 
3. This link will navigate you away from the Audacity page to the LAME MP3 Encoder page. Left-click on 
libmp3lame-win-3.97.zip in order to download the zip file. 

http://audacity.sourceforge.net/
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4. Unzip the downloaded file into the Audacity folder. 
 

2 Editing Audio Files 
 

Open and Save a Project 
 
Open Audacity by going to Start > All Programs > Audacity. 
 

 
 
Before working with Audacity, it is important to save the project. This will create a directory in the folder 
of your choice where temporary work files will be stored. Save the project by selecting File > Save 
Project As and select the location of your choice. 
 

Playback 
 
To explore the playback options, open an example audio file by selecting File > Open. Audacity can open 
many types of audio formats including .wav, .mp3, and .raw 
 
Playing, stopping and pausing playback is controlled by the large buttons in the top menu bar.  
 

Click  to begin playback. 
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Click  to pause playback, and again to resume a paused file. 

Click  to stop playback and return the cursor to its original position. 
 

Click the Selection Tool  and click anywhere inside the wave to choose a starting point for playback. 
 

Use the Zoom Tool  to zoom into and out of large audio files. To zoom in, simply select the tool and 
click (or drag). To zoom out, hold down the Shift key and click. 
 

An easy way to quick frame the entire audio file to fit the screen is use the command View > Fit In 
Window or the shortcut key Control+F. 

 

Selecting, Copying and Pasting 
 
To select a portion of a wave file, choose the Selection Tool and click and drag inside the wave. The 
selected area will appear highlighted. 
 

 
 
With a portion of a wave selection, various edition options are available. Copy, cut and paste options 
work in a similar way to other popular programs like Microsoft word. Select the portion of the wave you 
want to copy or cut. Select Edit > Copy. Use the Selection Tool to relocate the cursor and select Edit > 
Paste to insert the copied (or cut) area to the new position in the wave. 
 

Silence, Fade and Amplify 
 
Many other editing options are available to modify a selected portion of a sound file. Some popular ones 
are Silence, Fade and Amplify. 
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Silence will essentially mute all sound in the selected area, replacing it with quiet. The difference 
between Silence and Cut (or delete) is that the selected area will remain, replacing the sound with 
silence. Silence a portion of an audio file by selected your chosen portion and clicking Generate > 
Silence. A dialog box will appear asking for the length of silence. If a selection has been highlighted, it 
will fill in that length of time. 
 
The Fade effect comes in two forms: Fade In and Fade Out. Fade in simply takes a selection and fades 
the audio in from complete silence to 100% audio over the length of the selection, or does the reverse 
with Fade Out. Select an area to choose Effect > Fade In or Fade Out. 
 
Amplify increases or decreases the volume of a certain selection, and can be a good way to balance out 
an audio file. Choose a selection and click Effect > Amplify. Use the slider bar to increase or decrease the 
ŀƳǇƭƛŦƛŎŀǘƛƻƴΦ ¢ƘŜ ǎŜƭŜŎǘƛƻƴ ōƻȄ ŦƻǊ Ψallow clippingΩ often has to be chosen when increasing the 
amplification. 
 

 
 

Tracks 
 
Each audio file opened in Audacity is a track, and multiple tracks can be opened, recorded, or edited at 
once. The audio from multiple tracks will play over each other like layers. For example, this can be used 
to edit a piece of music and a recorded voice together. 
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Use the Time Shift Tool  to move entire audio files left or right. 

 
3 Recording Audio Files 
 

Record 
 
Recording original audio files requires a microphone to be plugged into the computer, if not built in. To 

record in Audacity, simply click the Record button  and a new track will be created. Any audio 
that the microphone can pick up will be represented in the wave file. Use the Pause button to pause and 
resume a recording and the Stop button once the recording is complete. 

 
4 Exporting Audio 
 

Exporting MP3s 
 
Saving or exporting audio files is very similar to other programs such as Microsoft Office. Under the File 
menu there are three audio format options you can choose. MP3 is a heavily compressed and 
universally accepted format that we will use today. 
 
To export to an MP3 format, select File > Export as MP3. If you have multiple tracks, Audacity will warn 
you that they will be mixed, or flattened down into one file. A dialog box will open allowing you to name 
the file whatever you wish. 
 

Tags 
 
¢ƘŜ ƴŜȄǘ ŘƛŀƭƻƎ ōƻȄ ǘƘŀǘ ŀǇǇŜŀǊǎ ƎƛǾŜǎ ȅƻǳ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŜŘƛǘ ǘƘŜ atо ŦƛƭŜΩǎ ǘŀƎΦ ! ǘŀƎ ƛǎ ŀ ǿŀȅ ǘƻ ŎƻŘŜ 
extra text information into the audio file beyond just the file name. Common tags include Title, Artist, 
Album and Genre. These tags can be read by many different media players and used to more easily sort 
and search for audio files. 
 
Fill in as much or as little ΨǘŀƎΩ ƛƴŦƻǊƳŀǘƛƻƴ that you wish and hit OK to save the file. 
 

NOTE: If you have never exported an MP3 through Audacity on your computer, it will give you an error 
message requesting the location of a file named: lame_enc.dll. This file is located in the libmp3lame-

win-3.97.zip that was downloaded from the Audacity website. Select yes when it asks you to locate the 
file and navigate to the folder where you unzipped the .dll. You will only have to do this one time. 
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Exercise 4.1 
 
Follow these steps to edit a provided audio file into a great intro jingle. 
 
1. Open the file Superman - Main Theme.mp3. File > Open > Superman - Main Theme.mp3 
 
2. Play the file until around 15 seconds end to get an idea of the first section of music. This is the part of 
the file we want to keep. 
 
3. Using the Selection Tool, select everything after the 15 second mark. Make sure you begin the 
selection in the low-volume area.  
 

 
 
пΦ ¦ǎŜ ŜƛǘƘŜǊ ǘƘŜ ΨŘŜƭŜǘŜΩ ƪŜȅ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ ƻǊ ǘƘŜ 9Řƛǘ Ҕ /ǳǘ ƻǇǘƛƻƴ ǘƻ ǊŜƳƻǾŜ ǘƘŜ ǎŜƭŜŎǘŜŘ Ƴusic. 
This leaves just the first part. 
 
5. Export this shorter file as an MP3. File > Export as MP3. Select the location to save it and whatever 
name you choose. Fill in whatever tag information you wish. 
 
6. Once saved, you can use this small file as an intro into recordings or other audio files! 
 


