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Record Audio files (Audacity) 

This is to assist people interested in recording audio files for video or narration projects like 
such as digital portfolio. 

1. Record Audio File in Audacity 
a.  Plug in a Headset with a recording Mic that you can check out with a Lab monitor 

when in the Winther computer lab.  
b. Open Audacity, which is located under the Multimedia, Design, and Web folder on 

the desktop. 
c. It’s best to have an idea or a script of what you’re going to record.  
d. When ready to record, click the red circle record button. Remember to speak clearly 

into the microphone.  

 
e. When you are done recording, press the yellow stop square. Review your recorded 

audio to make sure you have everything. If you need more in-depth editing 
instructions for Audacity please look at ICITs podcast. 
https://podcast.uww.edu/howto/audacity-edit.php 

f. When finished click, File > Export to MP3. Select where you 
want to save the file, type in a name and click ‘Save’. If a 
message box appears saying you need to locate lame_enc.dll, 
click ‘Yes’ to find the file. Select the My Computer icon, select 
Local Disk (C:), click Program Files, click Lame for Audacity, 
select the lame_enc.dll file, then click ok. If you need any 
assistance, please ask the lab monitor. 

g. Enter a Title in the ID3 tags box if you would like, this step is 
not required (see image to the right). Click OK when finished. 

h. Play the audio file back to verify that the file saved correctly 
and will play back in a media player. Double check that the file 
type is .mp3 for it to work properly in your video. 
 

2. Import the File into your movie 
a. If you are using a Mac with iMovie, you need to import the audio file into iTunes via 

flasdrive or CD etc. After the audio is in iTunes, open iMovie and click on the music 
symbol icon on the right side. Look through iTunes and find the audio file you want. 
Drag and drop it into the video where you want. Double click the audio clip to find 
more audio editing features like fade or volume control.  

b. If you are using Movie Maker with a PC, you will need to click “Import audio or 
music” under Capture video. Find the file either on the computer or on a flash drive. 
Drag the audio clip from the collections to the timeline. Right click the audio file for 
more editing options. 
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