DIGITAL MEDIA: AUDACITY TOOLS
Basic Window Setup:
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Basic Track Manipulation:
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Skip to start – moves current position to beginning of track.
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Play – plays track.
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Record – records from an input device.
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Pause – pauses play.
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Stop – stops play.
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Skip to end – moves current position to end of track.
Track Controls:

[image: image27.png]



Mute – Silences the track during playback.
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Solo – Sets the track to play alone.


Gain – Increases or decreases amplitude.


Pan – Transfers playback from the right to left speaker or vice versa.

Basic Audio Tools:


Selection Tool -  Used to select a segment of a track.  Click, hold & drag to select.
Envelope Tool – Used to change the intensity of sound.  Each click on the blue line above or below the 
audio creates a point which can be manipulated in or out for changing the intensity.  This tool is good for fading in or out.
Draw Tool - Selects individual points for detailed manipulation of the waveform. Click & drag on the 
          point when zoomed in extremely close.
Zoom Tool – Increases magnification of the audio waves.  Holding the SHIFT while using this tool 
           reduces magnification (zooms out).
Time Shift Tool – Click, hold & drag to move all audio on the track to the left or right.
Multi-Tool Mode – Used to change tools quickly/frequently. 
· Left click: selection tool

· Right click: zoom out

· Right click & drag: zoom in

· Left click on blue line: envelope tool

· Left click on point: draw tool

· ALT right click on waveform line: cut

Additional Shortcut Tools:


Cut – Deletes the selection.

Copy – Copies the selection.

Paste – Pastes the selection.

Trim outside selection – Deletes everything but the selection.

Silence selection – Replaces the selection with silence.

Undo – Undoes the previous action.

Redo – Redoes the previously undone action.

Zoom in – Increases magnification of the audio waves.

Zoom out – Decreases magnification of the audio waves.

Fit selection in window – Sets the magnification to show only the current selection.

Fit project in window – Sets the magnification to show the entire project at once.
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