
Audacity Quick Start 
 
Note:  Before recording your audio, make sure your voice recorder is set to record mp3 audio at 
128 kbps at a 44.1kHz sample rate.   
 
Attach your hard drive to the computer and create a folder called “Audacity.”  Within that folder, 
create a folder called “Audio Files.”  Attach the voice recorder to the computer with the USB 
cable.  On your iMac, open the Finder.  The voice recorder may appear as a drive called “NO 
NAME.”  Copy the audio files from the voice recorder and paste them into your Audio Files 
folder.   
 
Open the Audacity application.  Save your project (File>Save As).  Give it a unique name and 
save it to your Audacity folder.  To import your audio files, click on File>Import>Audio and 
select your files. 
 
To remove a portion of your audio clip on the timeline, drag across the portion you want to 
remove and then click on the scissors tool (or press Delete on your keyboard).  When you select 
a clip by dragging across it, remember to have the Selection tool highlighted.  It is an icon that 
looks like the letter “I” in the upper right of the screen. 
 
To move individual audio clips on the timeline, first click on the Time Shift tool (it is in the 
upper left corner of the screen and looks like a double arrow).  Then drag the clip to the desired 
place on the timeline. 
 
To move only a part of a clip, first drag across the portion of the clip that you wish to move 
(make sure you have clicked on the Selection tool before highlighting the clip).  At the top of the 
screen, select Edit>Remove Audio>Split Cut.  This performs an action similar to a Cut, but 
leaves a gap where the section of audio was cut away.  Move the cursor to the point on the track 
where you want to paste the clip and click there.  Select Edit>Paste or Command-V for the 
corresponding keyboard shortcut to paste. 
 
You can adjust the levels of the audio with the sliders on the left side of the tracks. 
 
When you have finished editing your project, you need to export it as an mp3 file.  To export,  
select File>Export.  In the window that opens, name your mp3 file, and choose your Audacity  
folder as the location in which to save it.  The format should be “MP3 Files.”  Click on the  
“Options” button.  In the window that opens, the quality setting should be at 128 kbps.  Click  
“OK” to close that window and click “Save” in the Export window.    
 
A window will appear giving you the opportunity to add metadata to the file.  If you don’t wish  
to, simply click “OK” to close that window.   Another window will appear informing you that  
your tracks will be mixed in the exported file.  Click “OK” in that window.  After the export  
process is complete, your mp3 file will appear in the folder you selected. 
 
 
 



HELPFUL LINKS 
 
 
Audacity Manual 
 
Audacity Tutorial 
 
Video Tutorials (You Tube) 

http://manual.audacityteam.org/o/
http://www.teachertrainingvideos.com/audacity1/index.html
http://www.youtube.com/results?search_query=audacity+tutorials&search=Search

