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5. Introduction to Audacity 
 
Download Audacity and the MP3 converter plug-in LAME 3. xx 
 
1) Navigate on the web to Audacity http://audacity.sourceforge.net/download. 
2) Select the version appropriate for your computer. (Windows, Macintosh, Linux/Unix Ð stable or beta) This 

workshop used the stable version, Audacity 1.2.6. 
3) Download the free software, save it to your computer, and install it. 

a) Windows: C Drive > Program Folder 
b) Macintosh: Macintosh HD > Applications 

4) At some stage in the process, you will be directed to download and save the LAME plug-in to convert 
Audacity files to MP3 files. Audacity cannot make LAME a part of the original download due to MP3 licensing 
issues. 

 
Set Audacity Preferences 
 
1) Set Preferences. 

a) Windows: Edit > Preferences. The preferences control panel opens. 
b) Macintosh: Audacity > Preferences. The preferences control panel opens. 

2) Audio I/O Tab. 
a) Playback Device Ð your computerÕs sound card. (Windows) / (Macintosh) Built-in Audio. 
b) Recording Device Ð is you computerÕs sound card. (Windows) / (Macintosh) Built-in Audio or the 

specific microphone you have plugged in. 
c) Channels Ð 1 (Mono). For audio podcast recording stereo is not necessary and choosing to record to one 

channel will decrease memory size. If you have two microphones, choose stereo. Audacity can handle multiple 
tracks or channels. 

d) All other choices Ð are not checked. 
3) Quality Tab. 

a) Default Sample Rate Ð 44,100Hz. Hertz is a measurement used to represent the number of cycles of a sound 
wave per second. The human ear can hear between approximately 16 Hz and 20,000 Hz (20 kHz). 

b) Default Sample Rate Ð 16-bit. Bits are a sampling frequency used to turn sound waves into digital information. 
The higher the sample rate, the closer to the curvilinear structure of a sound wave. A higher bit rate means better 
audio Ð but larger file sizes and more memory needed. 16-bit works well.  

c) All other settings may be ignored. 
4) File Formats Tab. 

a) When importing uncompressed audio files into Audacity Ð Make a copy of the file before editing. 
b) Uncompressed File Format - WAV(Microsoft 16- bit PCM) Windows ¥ Macintosh AIFF (Apple/SGI 16 

bit PCM). 
c) MP3 Library Version displays: LAME v3.xx. If the LAME plug-in is not displayed follow these steps:  

i) Find Library. Click the Find Library. A dialog box opens. 
ii)  Navigate to the location where LAME was saved at the time of its download. If you forgot to 

download the file, use this link: http://audacity.sourceforge.net/help/faq?s=install&i=lame-mp3  
iii)  Select the file. 
iv) OK 

d) All other choices Ð are unchanged at this time. 
5) All other tabs may be ignored. 
6) OK. The preferences dialog box closes. 
 

http://audacity.sourceforge.net/download
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Verify that Audacity Is Receiving Input from Your Microphone  
 

 
 
1) Click the drop-down menu arrow to the right of the microphone icon. 
2) Monitor Input. Unlike most programs, Audacity does not place a checkmark beside the words ÒMonitor InputÓ to 

indicate that it has been selected/turned on.  
3) Speak into the microphone and watch the L channel line above the microphone icon. A red bar should bounce 

in the channel line in response to your voice. Volume is good if the red bar bounces close to the right edge 
without actually turning the far right solid red, or too loud for good recording.  

4) Adjust the volume level of the microphone just under the record, pause, and stop buttons. Click, hold, and 
drag the volume control toward + to increase volume and toward Ð to decrease the volume. 

 
Record Controls 

 
1) The buttons are: rewind, play, record, pause, stop, and forward. If you hold the shift key and click play, Audacity 

plays the selection repeatedly (loops). 
2) Record. 
3) Speak into the microphone. An audio track appears with a record of your voice below the toolbars. In the example 

below, the voice was too loud at one point. 
4) Rewind. 
5) Play. 
 

Recording Interface 
 

 
 

Audacity will add a new Audio Track each time you press the record button. New tracks appear below the 
previous track. Track controls: 

¥ X Ð Delete the track. 
¥ Audio Track !  drop down menu: Rename the track, Promote/Demote the Track in reference to other 

tracks in the project, change the appearance of the visual representation of the recording, change the 
channel setup, change the Hertz and bit-rate settings. 

¥ Mute/Solo. Silence the track or have it be the only track to play. 

¥  Gain Control. Increase/Decrease the trackÕs volume. 

¥  Pan Control. Shift track toward the right ÒspeakerÓ or the left.  
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Audacity Audio Editing Tools 
 
Main Menu 
 
Display each of the drop down menus and check out the options for: File, Edit, View, Project, Generate, Effect, 
Analyze (not addressed in this workshop), and Help. 
 
Control Toolbar  
 

 Select Tool. Select a portion of a track with which to work: delete it, copy it, cut it, silence, apply effects to, 
etc. 

 Envelope Tool. Set volume control points (tiny white triangles appear) in the track to work with volume: 
fade it, increase volume, that is Ð to change the volume over the time between two sets of 
envelope triangles. 

 Time Shift Tool. Drag an audio clip right or left within its track. 

 Multi Tool. Access all the tools at one time depending on the location of the mouse and the keys depressed. 

 Zoom Tool. Shrink the tracks to see more of your project at one time Ð or to zoom in to work closely on a 
part of the track 

 Draw Tool. Modify a sample. 
 
Edit Toolbar   

 
 

 Cut,  Copy,  Paste,  Trim Outside the Selection,  Silence the Sel ection  
 

 Undo,  Redo 
 

 Zoom In,  Zoom Out,  Zoom in on Selection,  Fit Project to Window  
 
 


