
AUDACITY little MANUAL
Sven Koerber-Abe

Version 1.0



Contents
About Audacity . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê1

About this little manual . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê1

Audio Recording . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê2

Audio Input & Output Sources . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê2

Audio Recording . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê2

Saving your Audio Projects . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê5

Audio Import . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê6

Playback & Zoom . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê8

Playback . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê8

Zooming In & Out . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê8

First Steps with Audio Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê10

Compressor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê10

Volume Amplify . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê12

Clip Manipulation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê13

Deleting Clips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê13

Splitting Clips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê13

Moving Clips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê14

Move all Clips Starting from the Cursor Position in the Same

Track . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê15

Move Clips in all Tracks . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê16

Advanced Volume Manipulation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê18

Auto Duck . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê20

Export as MP3 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ê23



About Audacity
Audacity is a free and open-source digital audio editor for Linux,
Mac and Windows computers.

Figure 1. Audacity Start

You can download the newest as well as older versions at the
Audacity homepage:

https://www.audacityteam.org/

About this little manual
This unofficial, little manual teaches only the bare basics and is
especially intended for beginners who want to record and edit
audio recordings with Audacity, e.g. for podcasts.

You can get more detailed instructions at the official Audacity
manual homepage:

https://manual.audacityteam.org/
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Audio Recording

Audio Input & Output Sources

Audio Setup

Figure 2. Audio Setup

¥ Click the Audio Setup  button

Figure 3. Choose Playback & Recording Device

¥ Playback Device:  Choose Speakers or Headphones

¥ Recording Device:  Choose Microphone

!
On some computers, you have to connect your
external headphones, speakers and microphones
before you start Audacity.

Audio Recording
You can record your own audio files with your microphone
directly in Audacity.
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Start Recording

Figure 4. Start Recording

¥ Click the Red Circle button

Stop Recording

Figure 5. Stop Recording

¥ Click the Square button

Checking the recording meter

While recording audio, it is important to keep an eye on the
recording meter: If the volume gets too loud, it may distort the
recording. In Audacity, the recording meter is displayed in the
upper right corner.

Figure 6. Recording meter

Optimally, the recording levels (here displayed as a green bar
reaching from "-54" on the left to "0" on the right) should be
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around "-12" with occasional loudness peaks at "-6". If the
recording levels are reaching "0" or are even exceeding it, you will
get a distorted recording.

When the audio input is too loud (= reaching or exceeding "0") or
too silent (= not even reaching "-24"), you can adjust the input
loudness of your microphone either in the settings of your
computer, or directly in Audacity by dragging the little white dot
inside the recording meter:

Figure 7. Adjusting the Recording level directly in Audacity

If your computerÕs microphone input settings are already near
maximum, but in Audacity the recording meter still does not reach
sufficient levels, you can adjust the volume after  recording by
using AudacityÕs Amplify  function (explained later in this manual).

!
Although the audio volume can be adjusted after
recording, it is usually best practice to reach good
recording levels while  recording, since amplifying
too silent recordings may also introduce hissing
noise.

When the audio waveforms in the track display are exceeding the
vertical display borders, it usually means that the audio is
distorted at that position:
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Figure 8. Distorted audio displayed in the track

Saving your Audio Projects
The first time you want to save your project, you have to create a
project file:

¥ File ! Save Project ! Save Project AsÉ

Figure 9. Saving your project for the first time

After you have saved your project for the first time, you only need
to select Save Project the following times:

¥ File ! Save Project ! Save Project

!
Instead of choosing File ! Save Project ! Save
Project  from the menu, you can hit the "Ctrl"  & "S"
keys on your computerÕs keyboard (or the
"command"  & "S" keys when you use a Mac).

"
It is always a good idea to save your Audacity
projects often when working on them, because in
rare cases the computer may stop working or
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"freeze" unexpectedly and any unsaved work
progress might be lost.

Audio Import
You can import pre-recorded audio files you have saved on your
computer into Audacity and work on them.

Figure 10. Importing Audio Files

¥ File ! Import  ! AudioÉ

If you already have an audio track displayed, the newly imported
track is added at the bottom and you can now see two tracks. A
third track will be added below it, and so on É

Figure 11. Two audio tracks

"
When you want to share your audio files with
other people (for example by making them
available on the internet), please make sure that
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you are legally permitted to do so with the audio
files which you imported into your project and
did not create by yourself. One way to do so is
importing audio files that are Creative Commons
licensed:
https://en.wikipedia.org/wiki/Creative_Commons
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Playback & Zoom

Playback

Figure 12. Select where you want the playback to start

¥ Select the starting point from where you want to hear your
audio file be played back by clicking with your mouse inside
the audio track.

¥ Click the Play  button (the button with the green triangle)

Figure 13. Stopping the playback

¥ When you want the audio playback to stop, click the Stop
button (the button with the black square)

Zooming In & Out
Use the Zoom function to edit the clips more precisely.
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Figure 14. The two Zoom buttons

¥ Use the Zoom In  and Zoom Out  buttons to enlarge and reduce
the viewing window of audio tracks

Figure 15. The same track zoomed in

9



First Steps with Audio Files

Compressor
A Compressor reduces the volume of loud sounds or amplifies
quiet sounds. It is usually a good idea to use it on your own
recordings before you work with them.

¥ Select the audio clip you want to work on by clicking its title:

Figure 16. Selecting a clip

¥ Choose the Compressor  from the menu: Effect ! Volume and
Compression  ! CompressorÉ

Figure 17. Choosing Compressor

¥ Optionally, click the Presets & settings  button to choose the best
settings for your specific recording
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