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Appendix 3: Importing and editing a sound using Audacity 

Open audacity (click on the shortcut) 

1. Click ‘File’, ‘Import’ and ‘Audio’ 

.  

2. Search for your track 

 

3. double click on your track. It needs to be in MP3 format. 
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4. the imported track will look something like this: 

  

Playing the track is as you would expect, using the play, pause and stop icons. These are helpful 

for knowing which section you want to edit. 

5. Basic editing: to delete part of a track, for example the start, take the cursor to the start of the 

track and highlight the part you want deleted. Then click on ‘Edit’ and select ‘Cut’. 
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6. Basic editing: Edit also has undo, copy and paste functions that work as you would expect. 

Highlight a section you want copied or cut, and for e.g. click ‘Edit’ select ‘Copy’ and then click on 

the track where you want to place the copied section (a vertical line will appear) and select ‘Paste’  

 

7. Basic editing: Mashing different tracks together. (ie sounds from different source files) 

-Open a new editing page by clicking ‘File’ selecting ‘New’.  

-Follow the earlier process for importing a track.  

-Do the same cutting and pasting process as above (much as you would across word documents), 

cutting from one editing page and pasting in the other. The enlarge and decrease buttons can be 

very useful for fine edits. It stretches out the track: 

 

8. Basic editing: useful effects. Click ‘Effect’ and select from the list. Fade In, Fade Out, in particular 

are useful for the start and end of tracks. Distortion, Reverse, Reverb, Equalisation can be fun.  Just 

experiment and undo anything you don’t like.  

9. Exporting and saving the track once you are happy with it: 

Click ‘File’ select ‘Export’ and select ‘Export as MP3’ (‘Save Project as’ just saves the editing you are 

doing if you need to interrupt this task and go take a class, for example.)  



4 
 

10. Save the file (I recommend adding ‘edit’ after the name). At this point you could choose what 

folder it is located in  

 

11. An ‘edit metadata’ box will pop up. Click OK. It will export, and be found wherever you saved 

it. 

 

12. When closing audacity, it will ask if you want to save the project. I only do this if the raw edit is 

something I might want to manipulate again – which can happen in some shows when you have 

variations on a sound effect.  


