
Step-by-Step Introduction to Using Audacity 
for Beginners 

 

Launching and Setup 
●​ Launch Audacity. The default screen will display the main workspace, including the 

timeline, toolbar, and level meters[1][2][3]. 

Configuring Audio Settings 
●​ Select your audio input (microphone) and output (speakers/headphones) from the 

dropdown menus in the toolbar. 

●​ Check your input and output levels using the meters at the top of the screen. Make 

sure your microphone is set up correctly and your levels are not too high (avoid the 

red zone, aim for peaks between -12 dB and -6 dB)[1][2][3]. 

●​ Enable input monitoring if you want to hear yourself while recording. This can be 

done by clicking the microphone icon and selecting "Enable Monitoring"[2][3]. 

Making Your First Recording 
●​ Click the red "Record" button or press the "R" key to start recording your voice or 

instrument. 

●​ Be sure to keep a little distance from the microphone to ensure your voice comes 

through clearly and reduces hard “S” sounds, breathing noises, etc.  

●​ Speak or play into your microphone. Watch the waveform appear as you record. 

●​ Click the "Stop" button (yellow square) to end the recording[1][2][4][3]. 

Basic Editing 
●​ Select portions of your audio using the selection tool (I-beam icon). 

●​ Use the "Cut," "Copy," and "Paste" commands to remove or rearrange audio. 

●​ Use the "Zoom" tool to get a closer view of your waveform for precise editing[1][2][4][5]. 

●​ Undo mistakes with Ctrl+Z (Cmd+Z on Mac). 



Enhancing Your Audio 
●​ Apply effects such as "Noise Reduction" to clean up background noise and 

"Compressor" to even out volume levels. 

●​ Use "Normalize" to set consistent volume and "Equalization" to adjust tone. 

●​ Always listen to your changes and use "Undo" if needed[1][2][5][3]. 

Working with Multiple Tracks 
●​ Import music or other audio files via File > Import > Audio. 

●​ Drag and drop files directly into the Audacity window. 

●​ Use the envelope tool to adjust the volume of different tracks and create fades[1][5]. 

Saving and Exporting Projects 
●​ Save your work as an Audacity project file (.aup3) to preserve all edits and tracks for 

future editing (File > Save Project). 

●​ Export your finished audio as an MP3 or WAV file for sharing or use in other projects 

(File > Export > Export as MP3/WAV)[1][2][5]. 

Additional Resources 
●​ Explore built-in tutorials and help via Audacity’s manual and support website, which 

cover advanced topics like multi-track recording, vocal isolation, and looping[6]. 

●​ Watch comprehensive beginner video tutorials for step-by-step 

demonstrations[2][4][3]. 

 

Summary Table: Audacity Beginner Steps 
 

STEP ACTION KEY TIPS 

INSTALLATION Download & install Audacity Use official website 

SETUP Select input/output, check levels Avoid red zone, monitor 

input 

RECORDING Press Record, speak/play, Stop to 

finish 

Watch waveform, check 

levels 



EDITING Select, cut, copy, paste, zoom Undo mistakes, zoom for 

detail 

ENHANCING Apply effects (noise reduction, 

compression) 

Listen after each effect 

MULTI-TRACK Import audio, adjust track volumes Use envelope tool for 

fades 

SAVING/EXPORTING Save project, export as MP3/WAV Save often, export for 

sharing 

 

This outline covers the essential steps for beginners to start recording, editing, and exporting 

audio using the latest version of Audacity[1][2][4][6][5][3]. 
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