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Editing Voice, Sound Effects, 

and Music with Audacity 
	1. Download Audacity if necessary

	
	Browse to <http://audacity.sourceforge.net> and follow the directions for your operating system


	2. Open a new sound file (if necessary)

	
	In Audacity, choose File > New



	3. Record your voice or a sound playing on your computer

	
	A. Click the Record Button (red dot)  
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B. Begin speaking into the microphone or play the sound that you want to record.  

C. To stop recording, click the button with the brown square 


	4. Playback the recording 

	
	A. Make sure the Selection Tool is active by clicking its icon at the top
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B. Click the “Skip to Start” button (left-pointing double-purple arrows)
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C. Click Play (green arrow)




	5. Crop out any unwanted portions of the record (e.g., noise at the beginning)

	
	A. With the selection tool still selected at the top, click the cursor at one end of the segment you want to delete and drag to the other end.  You will see the selection indicated with dark gray
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B. On your keyboard, hit “Delete.”

By selecting in this way, you can also copy and paste portions of audio from one track or project to another.  




	6. In a new Audacity file, paste in the segment you just recorded

	
	A. Choose File > New (Command+n)
B. Copy the segment from the first Audacity file: highlight with selection tool and choose Edit > Copy (Command+c)
C. In the new Audacity file, choose Edit > Paste (Command+v)




	7. Save your Audacity work file on your USB drive

	
	Choose File > Save 

(This is an important step if you want to undo steps later!)


	8. Create a new track in this work file for recording another sound

	
	Choose Tracks > Add New > Audio Track (or Stereo Track)




	9. With the new track(s) selected, follow the same process as above for recording a new sound or voice.  

	
	Before recording, decide whether or not you want to hear the existing tracks playing while you record (overdubbing).  Set your preference by choosing from the menu across the top:

Transport > Overdub (on/off)




	10. Add music or sounds from a file 

	
	Three options: 

A. Choose File > Import > Audio, and navigate to where the music file is saved to select it.  

B. Open the sound or music file in Audacity (File > Open) 

1. select and copy the entire length of audio track(s) (Command+C)

2. create a new track or tracks in your project (see above)

3. paste the music into the track(s)

C. Play the music or sound on your computer, and record it on a new track as you did your voice in the step above.  
(See the course web site for links to supplemental tutorials that explain how to set up your computer to record sounds as they play.)  



	11. Adjusting Volume of Individual Tracks 

	
	1. In the main window, click on the track to make it active

2. At the top, choose the Envelope Tool
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3. In the main window, notice that the track is outlined with a thick blue line. 

4. Use the Envelope Tool cursor to drag the top blue line down toward the middle of the track’s waveform.  The signal’s waveform squeezes inward indicating that its amplitude (volume) is less.  

5. In the main window, choose a different location in the timeline and use the cursor to move the blue line up or down to change the volume.  

6. Choose a third location in the timeline to change the volume by dragging the envelope cursor.    


[image: image6.emf]


	12. Shifting Tracks’ Relative Positioning 

	
	A. In the main window, click on the track you want to make in order to make it active

B. At the top, choose the Time Shift Tool
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C. In the main window, drag the waveform of the track to the right or left




	13. Enhanced Selection Techniques for Editing

	
	Zooming in and out

To see a portion of the timeline in more detail, drag across the selection and choose, View > Zoom to Selection.  Zoom back out at any time by selecting View > Zoom Out, or View > Fit in Window.  Note that your selection will still be showing.  

Selecting Multiple Tracks for Copying, Etc. 
Drag to select a portion of the timeline with the Selection Tool in any one of the tracks, then Shift+Click the control panel on the left side of the other tracks to add them to the selection.  

Slowing Down Playback

To slow down the playback of a portion of the timeline, move the Playback Speed slider control to the left and click the green Play-at-Speed button in the upper right of the Audacity window.  
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When you playback, you can freeze the playback with the Pause Button in the Playback Control Panel in the upper left.  

To delete a selection of the audio from the middle, drag across the timeline to create the selection, and then choose Edit > Cut
To delete all but a selection, make the selection by dragging across the timeline and choose Edit > Trim.  (This command is useful for creating your own ringtones.)  




	14. Re-save your Audacity work file on your USB drive


	
	File > Save (Command+s)


	15. Export your recording as a web-compatible sound file to your USB drive

	
	Option 1.  As a .wav File 

(This option is the simplest, though the .wav file format is less popular than the .mp3 format)

A. Choose File > Export
B. With the default “WAV” selected in the “Save-As” window’s “Format” drop-down menu, type a name for the file and then navigate to save the file on your USB.  

Option 2. As an .mp3 File from the .wav File Created Above

A. Complete Option 1 above to create a .wav file of your recording

B. Follow the link from the course home page to a site where you can convert a .wav file to an .mp3 file online.  

Option 3 (On Your Own Computer).  As an .mp3 File Directly From Your Own Copy of Audacity

A. Choose File > Export
B. Choose “MP3” from the Format drop-down menu
[image: image9.emf]
C. Click “Save”

D. Audacity will then prompt you to download the “Lame” plug-in to enable the software to save .mp3 files.  Once Lame is installed, click “OK” to export the audio as .mp3
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See the Audacity Manual and Tutorial Site at <http://manual.audacityteam.org/man/Main_Page>
