
Audacity Tools & Toolbars 
EDIT  TOOLBAR   
The tools on this toolbar allow you to select and work with all or parts of the tracks. 

 

The Cursor – This is a very useful tool that can be used to select a 
certain position in a recording or selecting a sample of the recording to 
be edited.  We’ll look at, this in more detail, shortly. 

 

Time shift tool – this allows you to pick up recordings and move or 
slide them along their time track 

 

Envelope tool – this allows you to change the overall shape of the track 
over time, reducing its volume. Click to add extra points to the envelope, 
drag points down/up to change volume. 

 
Zoom tool -  for zooming in/out on the track. 

 

Multi tool – lets you access all the other tools at once depending on 
where you point and what keys you hold down at the same time. 

  
CONTROL TOOLBAR   
The icons on this toolbar work exactly like a video or audio cassette recorder. 

 
Record – initiates the recording of an audio file 

 

Pause – temporarily stops the recording or playback.  This is useful if 
you record one part of your Podcast and then want to prepare yourself 
for the next section.  To restart the recording press the ‘pause’ button 
again. 

 

Stop – ends the recording or playback.  This must be done before any 
further editing is carried out. 

 

Play – plays back a recording. (Holding Shift will play in a continuous 
loop) 

 

Forward skip – skips to the end of the recording or to a position where 
the cursor is placed. 

 
Backskip – skips to the beginning of the recording 

 

The Cursor – This is a very useful tool that can be used to select a 
certain position in a recording or selecting a sample of the recording to 
be edited.  We’ll look at, this in more detail, shortly. 

 

Time shift tool – this allows you to pick up recordings and move or 
slide them along their time track 

 

Envelope tool – this allows you to change the overall shape of the track 
over time, reducing its volume. Click to add extra points to the envelope, 
drag points down/up to change volume. 

 
Zoom tool -  for zooming in/out on the track. 

 
Multi tool – lets you access all the other tools at once depending on 
where you point and what keys you hold down at the same time. 

 



  
 

 



 
 

 
 

 


