GUIDELINES TO AUDACITY 
SIMPLE SOUND EDITING
Composing with sound requires a pupil to edit sound material and organise or mix it together. Editing involves cutting, placing, fading, duplicating and adjusting the volume of audio material. There are many different software programs available for use but after extensive research we recommend Audacity. Audacity is free of charge, easy to use, and very similar to professional editing software used for radio, film and pop music editing.

INSTALLING AUDACITY (BETA 1.3.2 VERSION)
FROM a CD or from HTTP://AUDACITY.SOURCEFORGE.NET

Insert the CD and go to ‘My Computer’ in your start menu. Click on ‘CD’ and double click on the Audacity Install item. It will ask you to ‘Save’ or ‘Run’. Press ‘Run’. A box stating ‘Publisher could not be...’ will appear. Press ‘Continue’. The set up wizard opens and follow the instructions. Alternatively, follow the instructions on the website.

INSTALLING LAME
Lame is an MP3 encoder and runs in conjunction with Audacity to enable files to be suitable for e-mailing and putting on websites - it converts the very large WAV files to the smaller, compressed MP3 files.

To install Lame, click on Lame and copy it to wherever you have installed Audacity. The first time you use Lame it will ask you to locate it. Click through to where you have saved it. It won’t ask you again. 

OPENING AUDACITY AND IMPORTING AUDIO
Double-click on the Audacity icon  [image: image10.wmf]  to open the program. On the menu, click on FILE (or PROJECT in the older versions of Audacity) then IMPORT AUDIO and from your folder of recorded sounds or the enclosed CD of sounds, chose a sound file to import and press OK. The file will be displayed with the timeline in seconds above the sound file.

HANDY HINT
Clear instructions for both Lame and Audacity are on the website 

http://audacity.sourceforge.net

IMPORTING AND EDITING MORE SOUND FILES
Import other sounds by clicking on FILE (or PROJECT) then IMPORT AUDIO and choosing another sound file. This time to play the sound, click on SOLO on the left-hand side of the sound file, otherwise both files will play together. Highlight the unwanted parts of the sound by clicking and dragging using the selection tool, then press DELETE on the keyboard or EDIT then DELETE in the Menu. Click on SOLO again to take the file out of solo-mode and repeat this process until all sounds are imported and edited. On very slow computers we recommend using no more than 5 sounds at a time. 

HANDY HINT
To view sound files all in one screen select VIEW then FIT VERTICALLY in the menu bar. To view sound files in more detail use the magnifying tools  [image: image2.png]AL



  to enlarge and shrink the file.

MOVING SOUND FILES
Click on the TIME SHIFT TOOL  [image: image3.wmf]   in the top left corner: 

This tool allows you to change the positioning of tracks relative to one another in time. To use this tool, simply click in a track and drag it to the left or right.

If you want to go back to editing sounds, click on the SELECTION TOOL: [image: image4.wmf] 

You will be alternating between these two tools throughout your editing and mixing process.

ADJUSTING VOLUME AND FADING FILES IN AND OUT
If a sound file is too loud or quiet in relation to another file, adjust the volume by clicking and dragging the volume bar below + turns the volume up, - turns the volume down.  [image: image5.wmf]
It is often necessary to FADE IN or FADE OUT sounds to prevent them from coming in or going out too suddenly. Highlight 1 second of the sound file at the beginning and click on EFFECTS then FADE IN on the menu bar. This will change the beginning of a file to come in smoothly from no volume rather than coming in suddenly. Similarly, select the last 1 second of the sound file and click on EFFECTS then FADE OUT on the menu bar. This will change the end of the sound file to go out smoothly.

EFFECTS 
Audacity includes many effects that you can apply to any audio file, including; echo, change pitch, change speed, change tempo, repeat, reverse, wahwah and many more. To apply an effect, simply select part or all of the tracks you want to modify, and select the effect from the EFFECTS menu. More details of each individual effect can be found in the Audacity Help Menu. If the effect applied is not desirable upon listening press the UNDO icon in the toolbar. [image: image6.wmf]
RE-NAMING AND DELETING FILES
To re-name files click on the arrow next to “Voice 001” and select NAME. Type in the name of the sound and press OK.  [image: image7.wmf]
To delete a file from the Audacity session click on the X on the left hand side of the file. This will delete from your session but will not delete the original file from its folder.

SAVING AND EXPORTING FILES
To save an Audacity session click on FILE then SAVE in the menu. Type in the name of the session e.g. ‘Katie and Andrew’ then click OK. This saves the SESSION and all the edits and fades. When the Postcard is finished, you will need to export the work to mix it together and make it into 1 stereo file. To do this, click on FILE then EXPORT AS MP3. Choose or create a new folder to store the final version and type in ‘Katie and Andrew mix’. This is now ready to e-mail to other schools.
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AUDACITY TROUBLESHOOTING

I CAN HEAR ALL THE FILES AND I ONLY WANT TO HEAR ONE
• Click on the SOLO button at the right hand side of the file you wish to hear. This file should be highlighted blue and the others will go to grey. If you wish to hear all files again click again on the SOLO button on the blue highlighted sound and all sounds will be highlighted in blue and play together.

I WANT TO HEAR THE POSTCARD FROM THE BEGINNING AND IT’S STARTING HALF WAY THROUGH
• Click on the ‘rewind’ button at the top on the screen – this will return it to the beginning. Then press play or the space bar.

I CAN’T SEE ALL MY FILES – WHERE ARE THEY?
• Go to VIEW then FIT VERTICALLY in the menu bar. All files will be made smaller so you can see them all at once.

I WANT TO SEE WHERE TO EDIT IN MORE DETAIL
• Click on the magnifying glass icon at the top. This will enable you to view in more detail.

IT SOUNDS DISTORTED WHEN I PLAY IT BACK
• Make sure the master volume at the top of the screen is not set too high. The monitor bars at the top should never be on red;

• Try turning down the master volume of Audacity down and the monitoring volume on the headphones up.

ONE RECORDING IS REALLY LOUD
• The volume for each file is located on the left hand-side. Try reducing the volume by clicking and dragging the volume icon towards the – side (to the left).

