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To learn more about how Audacity 
works, visit the following link to watch 
a video: 

http://library.norwoodschool.org/

Help_FAQs/audacity/intro.html    

You will find Audacity in the Accessories Folder of your NAL window.  Once you open the  
program, you will find your most commonly used tools at the top:  

A Word About Saving:  
If you are not finished working on your podcast, you will need to 
save your file as an audacity project file, so you can go back later 
to work on it.  To do this, go to File>Save Project.  This will 
save your project as an .aup file (audacity project file). 
 

Once your podcast is complete and you are completely finished 
editing it, you will need to save it as a .MP3 file so you can post 
to your website using Schoolwires.  To convert it to a .MP3 file, 
go to File>Export as MP3. 

Free Sound Resources for Teachers: 
www.freeplaymusic.com 
www.incometech.com 

http://www.a1freesoundeffects.com/  
PLEASE NOTE:  a1freesoundeffects is not suitable for student use 

and is intended as a teacher resource only.  If you would like your 

kids to use any of the sounds effects, please  download them 

ahead of time to place on the Sshare for students to access. 

Audio 
track 

REWIND PLAY RECORD PAUSE STOP FAST  

FORWARD 
Selection Tool:  Use to select  

portions of a track for editing. 

Envelope Tool:  Use to fluctuate 
volume within an audio track. 

Draw Tool:  Use to modify individual 

samples. 

Time Shift:  Use to slide tracks left 

or right on the timeline. 

Zoom:  Use to zoom in and out on 

the timeline. 

Multi-Tool Mode: Allows you to ac-

cess all the tools at once, depending 
on the location of your mouse. 

Importing sound effects and other audio: 
Go to Project>Import audio.  Browse to 
where you have saved your audio file and then 
click OK. 


