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AUDACITY Help Sheet 
 
 

INSTALLATION 
 
Audacity is free audio-editing software available for Windows & Mac computers 
 
To download onto your own computer, head to audacityteam.org and download 
version 2.1.1 (as of August 2015) 
 
Once downloaded, install the software from the .exe (Windows) or .dmg (Mac) 
file. Make sure you’re installing the entire Audacity folder, and NOT just the 
application 
 
Next, open Audacity and you should be good to go! 
 
 
BASIC EDITING 
 
Open Audio File: in menu bar click File -> Open… and find your audio file. 
Audacity can open MP3s, WAV, AIFF, and more. 
 
Delete Audio: click and drag in the middle of the left or right waveform (if 
stereo) to select an area, then click delete 
 
Copy/Paste Audio: select audio as above and use Command+c, then click 
where you want the audio to be pasted and press Command+v (Command = 
Control on Windows) 
 
Change Volume: select audio that you want to change the loudness of and then 
in the menu bar click Effect -> Amplify… and change the slider. To make audio 
as loud as possible in the menu bar click Effect -> Normalize… and set it to 
“Normalize maximum amplitude to 0.0 dB”. 
 
Fade In/Out: select the audio you want to apply the fade in/out to then in the 
menu bar click Effect -> Fade In or Effect -> Fade Out 
 
Insert Silence: click where you want to insert silence, then in menu bar click 
Generate -> Silence… and input how much silence you want (you can always 
delete later) 
 
Reverse Audio: select audio as above then in menu bar click Effect -> Reverse 
 
These six commands are the basis of all audio editing, and form the backbone 
of electronic music production 
 
IMPORTANT: Joining Audio: If after editing you end up with multiple clips 
(divided by vertical lines) in your audio file and you’d like to join them together, 
select all of your audio (Command+a) then in the menu bar click Edit -> Clip 
Boundaries -> Join (or Command+J) 
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MORE ADVANCED EDITING 
 
New Track: in the menu bar click Tracks -> Add New -> Stereo Track (or Audio 
Track if working with just one channel audio files). You can move audio from one 
track to another track using copy/paste 
 
Effects: select the audio that you’d like to apply the effect (echo, delay, reverb, 
etc.) to and then in the menu bar click Effect and select any one of the many 
effects! Some of them will open a new window that will allow you to change the 
parameters of the effect: experiment and find the sound you want. 
 
Panning: panning or spatialization is the movement of sounds between the 
multiple speakers or left and right in headphones. To manipulate this in Audacity 
change it for an entire track by changing the slider to the left of the track 
(labeled with “L” and “R”) 
 
Mute/Solo: click on the Mute and Solo buttons at the left of each track to make 
silent that track or only hear that track, respectively 
 
 
FINISHING UP 
 
Saving: in the menu bar click File -> Save Project (Command+s) to create an 
Audacity project file (.aup) and its corresponding data file.  
 
IT IS VERY IMPORTANT to keep this file and corresponding folder together 
when moving your project from one computer to another, or sending it via e-
mail, etc. If you don’t have the file or folder you CANNOT OPEN IT, and all 
your work is lost. 
 
Exporting: in the menu bar click File -> Export Audio… and enter a title and a 
location and click Save. The default format should be fine at first, but later on we 
will talk about different formats and format options. 


