IMPORT AND EXPORT IN AUDACITY

[This is the procedure when you want to create an mp3 from one mic]

1. Goto File > Import Audio (make sure the ‘file type’ in the box that pops up says ‘all files’)
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2. The track will import. Sometimes, more than one audio file is imported. If this happens,
you can delete the other tracks. If there are two ‘tracks’ together, you will need to split

them first... To do this, click the little downwards arrow next to the name of the track (as
shown below) and then click on ‘split stereo to mono’.
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3. This means the sound will come out of the ‘left’ and ‘right’ and will divide into 2 separate
tracks. This means you can now delete one and keep the other...
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3. Inthe picture above you can see there are two separate ‘tracks’. The one track (the
bottom one) is the one with the talk on as it’s the one with the ‘waveform’ (the blue bits
all the way along from left to right). So keep this one and delete the top one by clicking
on the ‘X’ in the top left corner of the top track. Delete any track that isn’t the main track.



4. That way you’ll be left with one track (see pic below)
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5. This blue ‘waveform’ is a picture representation of the sound. If you want to delete any of
it (for example if there’s talking at the start or end you don’t need) then you can drag with
the mouse to highlight the bit you don’t want, then click backspace / delete (see below).
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6. When you’re happy you’ve got the audio that you want, you can then select the whole
track (drag with the mouse or select Cmd-A on Apple Macs). Then you can do a quick and
basic ‘master’ (which means making the track as ‘loud’ as possible) by selecting Effects >
Normalise and click OK. This will make the waveform look a bit ‘bigger’.
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7. Finally, with the song still selected, you can export the audio
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If you need to save the talk with both the handheld mic and the headset (for example an
interview), you will go through the exact same procedure but with 2 channels instead of one



