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Audacity is a free program available for PC users that is an easy to use fully functional sound
editing program. With it, one can easily create sound clips, edit live or recorded music, and
customize sound for specific purposes such as embedding in PowerPoint and posting on a
website or social media.
This workshop focuses on the following elements:
• Overview of how to find and install the program
• Menu options for loading in sound clips
• Editing functions
• Exporting functions including an explanation of the various types of file extensions and
their meanings.
• How to use the edited sound clip in a website and PowerPoint.
Downloading the program
Finding Audacity is simple – click on http://audacityteam.org/download/ to download the
program. Click on the appropriate link for Audacity 2.1.1 in the center or in the left side of the
web page for PC, MAC or GNU/Linux. For purposes of this workshop, the PC version will be
used.
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In the Recommended Downloads section available when clicking on the left menu, I recommend
also downloading the plug-ins and Libraries for additional effects and filters, exporting MP3
files, and the ability to import and export additional audio formats.
Left menu:

Recommended Downloads:
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Once everything has been installed, using Audacity is not too difficult. The icon looks like this:

When you click on the icon to start the program, the first stop is the help window which you can
either keep loading every time or ask the program to not load it again. The manual is worth
reading at least once to familiarize yourself with the program and the various functions.

Menu Options for Editing
After clearing the help screen, you are ready to begin editing. The generic start-up screen has
controls and a menu that should be familiar to many people. At the bottom, the Project Rate
(Hz) is at the default setting of 44100 which is the same as CD quality recording. The recording
devices which would include the microphone and speaker settings should default to your
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computer system but are not important for this discussion. The top menu starting with File at the
upper left is where most of your work will be done:

The most common menu items are File and Edit. Opening an audio file is as simple as clicking
on File, then click on Open and find the file in your hard drive or portable media. Once you have
found a file to work on, click it to get it into Audacity for editing. When using File to find an
audio file to edit, this warning always appears and I recommend you use the default setting of
making a copy of the original recording so it is safe:
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The recording is then projected on the Audacity screen for editing. The example I have is the
first half of a recent PCC Wind Ensemble concert which is about 18 minutes long:
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Editing
I only want to use the first piece of music so I need to edit the file. One of the many good
features of this program is the ability to playback the example using the stereo controls at the top
left and to expand the audio wave forms so you can make precise edits using the zoom in or
zoom out tools in the middle of the menu offerings:

By taking the first piece of music and zooming in with the plus icon, you can get the wave to
look much bigger so you can cut more precisely where you want to eliminate applause or cut
only the music and none of the “dead” time between compositions. In the example below, there
is applause at the very beginning and also at the very end at around the 4:40 minute mark as I
had played it back and determined where the applause is in yellow highlight:

What I can do to just have the music present is using the following sequence of events:
• Use the mouse to copy only the music and not the applause or dead time by holding the
left button down to highlight the area needed and then click on the Edit menu option and
click “Copy.”
• Click on File and Click on “New” to create a new file without disturbing the original file.
• Click on “Paste” from the Edit menu option to put your edited music into the new file.
• Click on File and using the “Export Audio function” to save it.
• Name your file and what location on your computer or external media device you want it
to be in. The most common choice for a Windows machine would be WAV (Microsoft)
signed 16-bit PCM or MP3 (Most PCs do not support the 32 bit version). AIFF and Ogg
files are less common but available along with other very seldom used file types.
• Go back to open your file with Windows media or another sound playback program to
make sure it is doing what you intended it to do.
• Done!
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The new file is ready to use and has only the music and not the applause or dead space:

Basic editing can include as much or as little as needed for any sound clip that is compatible with
Audacity.
Using Audacity edited files in a website or PowerPoint
Inserting a sound file into a web page is not difficult and can be done in a number of ways. The
easiest is to merely load the file into a file on the website server site and link it to a specific
location on your web page. I use many audio files on my website www.marknelsontuba.com. I
upload the file to a specific location on the web I created to hold all my audio files and then I
create an easy named link to the file so it will play. Make sure you have it open in a new
window so when the music is done you can exit the file and still be on the original web page.
You can also do this in D2L sites by the same process.
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Example 1: from www.marknelsontuba.com

Once the file is clicked on by the title of the music, the MP3 icon comes up and you can pause or
back up as needed.
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Example 2: MUS 102 Music Fundamentals Online
In D2L, it looks very similar:
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You can also use edited audio files directly into a PowerPoint presentation. The easiest way to
insert the audio file is to first title the sound file and then use the INSERT command on the page
you want it on and select audio which has the following icon:

By clicking on this icon you get three choices of the sound source – online, on the PC, or record.
By clicking on PC you can then find the sound internally or on a portable media device. I advise
positioning the actual sound icon next to the title so there is an implied association. Further
editing can also be done by selection the AUDIO TOOLS playback option and selections such as
Trim Audio or Fade In and Fade Out, play across slides, etc. are possible:

You can customize the look any way you like. I made a very basic page for demonstration
purposes:
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Much more is possible for presentation purposes such as sound running at specific times, across
slides, timed with an auto slide presentation, and sequenced with pictures to name a few ideas.
By using Audacity to create customized sounds, music, and virtually any sound, even spoken
words, you have unlocked a powerful tool for students.
I am happy to work with you individually with Audacity if you would like further information
via a one-to-one tutorial. My contact information is below:

Mark A. Nelson, D.M.A.
Chair of Performing Arts
Director of Bands
Center for the Arts
Room CFAMUS 03
Pima Community College, West Campus
2202 W. Anklam Road
Tucson AZ 85709-0015
520-206-6826
manelson@pima.edu
www.marknelsontuba.com
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