Audacity Help Sheet
Web Expressions (CMDI 1200)
This help sheet is intended to assist students with utilizing very basic features of the Audacity.
	1. Plug in your headset and wait for the PC to recognize it.  Select EDIT and PREFERENCES and select ‘headset’ under the RECORD and PLAYBACK devices.  If it is not listed close Audacity and restart to refresh it as an option.

Start up the Audacity software.  When you are ready to record some audio click on the RECORD button (the button with the red circle).  

Speak to record the audio and when done click on the STOP button (the button with the yellow square).
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	2. Now that your audio is recorded you can apply some effects.  This instruction assumes you want to apply the effect to the entire recording.  
Click EDIT, SELECT and then ALL.  This tells the software that you want to apply the effect to the entire recording.  

If you only wanted to apply it to a part you would have first placed the cursor on the location that you wanted to start or end the effect and would have selected either START TO CURSOR or CURSOR TO END under the EDIT and SELECT.

Note: You can also utilize the SELECTION TOOL for this.  It is the tool button that looks like:
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	3. Now click on EFFECT and make your choice.  Different properties (options) will display depending on what effect you choose.  Experiment or utilize HELP | Contents if you really want to dig into the software.
Note: You can select more than one effect to apply…or you can apply one effect to the whole track and then another effect to just part of the track.
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	4. To import additional tracks select Project and then Import Audio.  Select the file to import and click OK.  It will show up as an individual track that will be played at the same time as other tracks.
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	5. Once you are done recording you should save the sound file and (if you know you will want to eventually edit again) you should also save the project file.

Select File and Save Project As….setting a location and name.  This file is not playable.  It is solely the file holding the current project.
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	6. Now save the file in a format that can be used to play back the sound.

Select File and Export as WAV….setting a location and name.  This file is an actual sound file that can be played and linked to a web page.
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