
�

Page 1 of 7 

 
 
 

 

Audacity: record, import & export on 
Windows & Macintosh platforms 

 
Audacity is a free audio editor. You can record and edit audio, import and export files such as WAV, 
MP3, and AIFF. You can mix multiple tracks and create one or more audio files. Use Audacity to edit and 
cleanup tracks, mix tracks together, or apply effects to recordings. Students use Audacity to digitize tape 
recorded interviews, create Podcasts or add audio to PowerPoint presentations and video projects.  This 
handout supplements the “Introduction to Audacity: class offered on WIN XP machines.  The Macintosh 
version differs some.  Additional handouts available in the Interactive Media Center or see:  
http://library.albany.edu/imc/tutav.htm.  Note: this document illustrates an earlier version of Audacity 
than is now current.  The current version of Audacity s 1.3.13 beta 
 
The copyright law of the United States (Title 17, United States Code) governs the reproduction of 
copyrighted material.  The person using this equipment and software is liable for any infringement. 
 

TIPS: 
Following are general guidelines. Your personal computer may be different than that used in our 
classrooms or in the Interactive Media Center lab.  Keep this in mind when you are setting up your 
equipment.  If you have problems, contact us at http://library.albany.edu/imc/contact.htm.   
 
To install Audacity, download from: http://audacity.sourceforge.net/.  To work with 
MP3 files, download the LAME MP3 encoder from: http://lame.buanzo.com.ar/   
(accessed 09/9/11).  To work with many other audio file types (i.e. wma, ac3, and 
audio from video) download FFmpeg import/export library from 
http://manual.audacityteam.org/index.php?title=FAQ:Installation_and_Plug-
Ins#installffmpeg   
 
BETTER OPTION FOR MP3 DOWNLOAD AND FFMPEG DOWNLOAD:  Use the 
guide below to install the libraries.  

 
 
Open Audacity. From the top line menu select 
Edit  > Preferences. Click on the Libraries  
section in the menu on the left. Select 
Download for MP3 and FFmpeg.   Click on 
the Locate button after you have downloaded 
the two libraries.    
 
 
 
  

Interactive Media Center 
http://library.albany.edu/imc/ 

518 442-3608 
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IMPORTING  
 
As a note, the volume controls within the program are secondary to the computer's volume control.  In 
order to get appropriate volume levels when you are recording, you will need to experiment with both 
volume controls. You can import sound from just about any device, but how you do this will depend 
greatly on the current settings of the computer you’re using. The quality of the audio is dependent upon 
the source, the computer’s sound card, and the software settings.  Always work in .wav or .aiff 
uncompressed file formats; export to other formats such as MP3, WMA or AC3 for use later on.  If you 
are using multiple tracks, they should all be the same format.   
 

IMPORTING A SOUND FILE 
 
Use this if the audio file already 
exists.  MP3 files are may also be 
imported but discouraged if editing 
is to be done.  Every time you 
encode to MP3 you lose audio data 
(quality).   Audio files from a CD 
must first be “ripped” or extracted 
using CD extraction software and 
then they may be imported. Rip to 
a WAV file on the hard drive.  If 
you are using multiple tracks 
(more than one file) they should all 
be the same format.  From the top 
line menu select File > Import  > 
Audio… Use this window to 
browse the hard drive or USB 
drive and select the location of the sound file you would like to import. Make a decision on importing.  
Making a copy of the file before editing will ensure that the original is untouched and that the file 
imported into Audacity will always be associated with the project, should for example, you save the 
project to the hard drive but the original audio file is on a USB drive.  
 

IMPORTING / RECORDING FROM A DEVICE  
 
Recording from media devices will require the proper connection. NOTE: Many laptops and some 
desktop computers are equipped with webcams. The microphone connected with the webcam will likely 
be the default sound recorder.  Check your adapters for mono or stereo connections.  If there is a problem 
with sound quality, check to make sure all volume control options are correct, all cables fit snug and if 
using a microphone, adjust how you hold it near your mouth. Always do a test; review for proper 
recoding levels and that there is no clipping. Be sure the operating system’s Volume Control for 
recording is selected for the device you are importing from, and it is not muted.  Connect the 
recording device or microphone to the computer first, and then configure the recording settings on 
the computer. Last, adjust the input in the Audacity program. 
 
THREE STEPS IN ORDER:  

1. Connect the equipment 
2. Identify the input device/port from the sound preference/control in the operating system. 
3. Within Audacity also select the input device. 
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On a Mac, click on System Preferences, then Sound, 
and then Input . Select Line In  if you are connecting a 
cassette player to the line-in cable, and then connect the 
cable to the headphone/speaker port of your cassette 
deck/CD player.  If using a USB microphone, power it on 
and select (examples) AK5370 or USB audio device. 
Slide the input volume to adjust the recording volume.  
 
 
 
 
 
 
 

 
In Vista and Windows 7 click on the Start menu in the 
lower left corner of the screen. Choose Control Panel. 
Select Sound. Click on the Recording tab.  This image 
demonstrates the usb microphone plugged into the usb 
port and a vocal microphone plugged into the 
microphone port. 
Select one device (in this example it is the USB Audio 
device) and then select Properties.   
 
If the device is not displaying, right click inside the 
recording tab area and select “show disabled devices”, 
then right click again and select “show disconnected 
devices.” 
 

 
 
 
 
 
 
 
 
 
 
Select Levels and adjust for 
recording.  Select OK > OK and 
exit. 
 
(Note: after testing in Audacity, 
you may need to return to this 
window to re-adjust the level.) 
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In Windows XP, click on the Start menu in the lower left corner of the screen. Choose Programs > 
Accessories > Volume Control.  You can access this same program by double clicking on the volume 
control icon on the taskbar.  Select the Options menu > Properties > Recording.   

 
 

 
From this screen, select the 
checkboxes to display the 
volume controls for all of the 
devices you are using. After 
clicking the OK button, 
adjust the volume for where 
you are importing from – 
Line In, for example, if you 
are using a recorder or 
cassette player plugged into 
the Line In port. 
 
 
 
 
 

Microphone: �� ��
[The IMC has microphones available for loan].  Connect the microphone to the dedicated Microphone 
port. In its absence use the Line –In port on the computer.  In your operating system’s preferences and in 
Audacity, the input device must be identified the same.  
 
 
Cassette tape recorder or CD player:  
You will need an audio cable to connect the device to the computer.  One end must be 1/8”.  The IMC has 
many cables and adapters available on loan.  Plug the audio cable into the “Ear” port or the “HP/SPKR”  
(headphones/speaker) on the tape deck, and the other end into the “Line Level Input (not mic)” on the 
computer.   In the IMC, most workstations have a cable that extends from the back of the computer and is 
labeled Line in; use this.  If the cassette tape recorder’s port is ¼” use an adapter ¼” to 1/8”.  Borrow the 
tape recorder, cable and adapter from the Interactive Media Center service desk or the Circulation service 
desk, on the first floor. To record, select the red Record button in Audacity and the Play button on the 
recorder.  On a Macintosh begin by clicking on the Apple menu in the upper left-hand corner, and choose 
System Preferences. Click on Sound, and then on Input .  Select Line In  if connecting a microphone to 
the line-in cable.  Slide the input volume to adjust the recording volume.  
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In Audacity , use the Input Device and Input channel drop down menus to select the source of the 
audio. In this example, the input device is a microphone, plugged into the microphone port.  The 
recording will be a voice and therefore 1(Mono) input.  See next page if you are using a USB microphone. 
  
 
Stop     Record 
 
 

 
 

Input Device   Input Channel 
 

 

USB Microphone - [The IMC has microphones available for loan].  Using a USB microphone 
can be tricky to set up. The IMC has handouts for both Mac and Windows XP to assist you. Most 
computers recognize the device as (examples) AK5370 or USB audio device.  Plug the device 
into the computer and turn it on.  Review the computer’s sound control and adjust settings.   
 

 

 

 

 
 
After you verify that the computer is 
recognizing the device, open Audacity’s 
preferences and see that USB microphone is 
the identified recording device. Select Edit > 
Preferences > Devices. On the Mac, select 
Audacity > Preferences > Devices. 
�
 

Mac sound input preference  

Windows XP recording/mixer device  
Windows Vista and 7 sound recording 
controls  
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Last, be sure that the Input device/channel also reflect the USB Mic. 

 

(Note:  if sound is not recorded, save the project, exit Audacity and open the project 
and try again.  If necessary, repeat all steps to identify the USB device.) 
 
 

 
When you are ready to record, press the record 
button. Do a test! Press stop and listen! 
 
 
 
 
 
Sample mono wave file: 
 
 
 
 

 
�

SAVE PROJECT 
 

Once you have tracks added to an 
Audacity session, select the File menu, 
and then click on Save Project As. 
Save Project As is available the first 
time you save your project.  Save the 
project as an Audacity file project: 
“filename.aup”.  Select the File menu 
and choose Save Project as you work.  
Audacity writes all the changed and 
recorded audio to a directory called 
Projectname_data, which is located 
right where you saved the project file 
itself.  
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EXPORTING TO USE AUDIO OUTSIDE OF AUDACITY 

 
 
 
When you have completed your work and are ready to 
use the tracks, you may export (save) each track as an 
individual file. You may export only a selection or  
you may export all the tracks into one audio file.    
 
 
 
 
 
 
 
 
 
 
 

From the File menu, click on Export... Export Selection or Export Multiple…Select the audio format 
you would like to export to: WAV, MP3, WMA, AC3, etc. Below is the window that opens when you 
select Export Multiple. 
 
 
 
 
 
 
Suggest 
unselecting 
“Overwrite 
existing files” if 
you wish to 
preserve your 
original audio 
files. 

 
The next screen that appears will be a window where you 
may enter what is known as “metadata.” Metadata is 
information about the artist of a song, the title, track 
number, and other things you may want people to know. 
Feel free to fill in any of these fields that will help people 
identify this audio later in programs like iTunes or 
Windows Media Player.  Once you are done or if you wish 
to not enter metadata, click on the OK button and export. 
 
 
Written by Regina Conboy 3/07; updated, 9/10 by Mark Nelson, IMC Student Assistant; 
9/11; update by Regina Conboy 10/11 


