
Training Guide:

Editing your show for broadcast 
with Adobe Audition



Step 1 – Opening a file

Right click file – 'Open with...' - 'Adobe Audition'

OR

Open Adobe Audition (double click icon on desktop) – 'File' – 'Open' – Choose 'Desktop' form the 
'Look in:' drop-down selection – Go to 'Programmes' or 'Personal Folders' – Find your file and 
choose 'Open'

NB: At this point, you should save your work so that you don't edit your original file. Here's how 
you make a copy: Click 'File' – 'Save As' – Choose 'Desktop' from drop-down options – 'Personal 
Folders'/'Programmes' – Save as 'name of show ddmmyy (edited)' 



Step 2 – Navigating the Viewer

Make sure the 'Edit' view (and not the 'Multitrack' or 'CD' view) is selected. You can do this by 
choosing this option on the top left hand corner of the screen OR by choosing 'Window' – 
'Workspace' – 'Edit View (Default) OR by pressing '8' on the keyboard.

Make sure you have selected the 'Time Selection Tool' by clicking on the time selection button OR 
by pressing 'S' on the keyboard.

There are 3 ways to use the zoom selection tools to control the view: 

1. Green bar on top
2. Roller on mouse
3. 'Zoom Controls'

Step 3 – Starting to Edit

The file will play from wherever the yellow bar is placed.

There are two ways to press play, either by clicking on the play button (pictured below) OR by 
pressing the space bar (which will play/stop the file).

Zoom in a little and visually scan the file and look out for anything that need to be edited – Levels 
(too high/low), gaps/silence, spikes and length.



Step 4 – Cutting Out Silences

Zoom in on the area where you see a gap/silence.

Put a marker at start and end of silence by pressing F8 on your keyboard. To delete unwanted 
markers, right click red triangle at the top of the marker and select 'Delete'.

Zoom back out to see your markers then highlight from marker to marker (or from marker to 
beginning/end to delete silences at the start/end of programme). You can do this by pressing and 
holding the left button on your mouse and dragging to select section (just like highlighting text on 
Microsoft Word).



Hit 'Delete' on your keyboard.

At this point you should zoom back out and listen to the selection you have just worked on in 
context. 

NB – If you ever make a mistake with Adobe Audition and you want to undo anything you have 
done, just go to 'Edit' and 'Undo' OR hold 'Ctrl' on your keyboard and press 'Z'. This will work 
back over many steps (also just like MS Word), which is very useful if you discover that you have 
made a mistake earlier!

NB – You should save your work regularly (every few edits). You can do this by selecting 'File' – 
'Save' OR by holding the 'Ctrl' on your keyboard and press 'S'. There is nothing worse than the 
computer crashing when you have lots of work done and then discovering you have lost it!



Part 5 – Fixing Spikes

Spikes occur when you get a particularly high jump in the levels during the recording, This can 
happen if you were to cough or 'tut' into the microphone. They are easily recognizable when you 
look at you recording. Here's how you fix them:

Zoom in on an area where you see a spike.

Select the area to delete (you can use markers here again if you wish).

Hit 'Delete' on your keyboard.

NB – If you ever make a mistake with Adobe Audition and you want to undo anything you have 
done, just go to 'Edit' and 'Undo' OR hold 'Ctrl' on your keyboard and press 'Z'. This will work 
back over many steps (also just like MS Word), which is very useful if you discover that you have 
made a mistake earlier!

NB – You should save your work regularly (every few edits). You can do this by selecting 'File' – 
'Save' OR by holding the 'Ctrl' on your keyboard and press 'S'. There is nothing worse than the 
computer crashing when you have lots of work done and then discovering you have lost it!



Part 6 – Adjusting Your Levels

Generally speaking, the levels for your show (whether speech or music) should be consistent and 
at about the -3db mark. The easiest way to do this is to even out the levels of your recording first 
and then to take the level of the whole recording up/down to -3db. Here's how to do that:

Zoom in on the area you want to turn up/down.

Put markers on the start/end of the section to be processed (again, by using the 'F8' key)

Zoom back out to see your markers then highlight from marker to marker. You can do this by 
pressing and holding the left button on your mouse and dragging to select section (just like 
highlighting text on Microsoft Word).

Once you have selected the area you wish to take up/down, there are 3 ways to adjust levels with 
Adobe Audition:

1. Go to 'Effects' – 'Amplitude & Compression' – 'Amplify...'. Now you can either choose from 
the 'Effect Preset' menu ('+1db', '+3db', '+6db', '+10db' and the minus equivalents) OR you 
can click on the little blue number and change the value manually.

2. Go to 'Effects' – 'Amplitude & Compression' – 'Amplify/Fade (process)' – choose option 
from the list on the right-hand side.

3. Select area and use the 'wheel'.





Once you have levelled out all of the levels so that they are fairly even, you then need to make sure 
that the level is brought to the -3db level. To do this, follow these steps:

Zoom back out so that you are seeing all of your recording (by using the roller on your mouse or by 
using the zoom controls).

Select the whole file by either double clicking in the middle or holding the 'Ctrl' button and 
pressing 'A'.

Go to 'Effects' – 'Amplitude & Compression' – 'Hard Limiting'. From these options, choose the '-
3db' preset. Press 'OK'.



NB – If you ever make a mistake with Adobe Audition and you want to undo anything you have 
done, just go to 'Edit' and 'Undo' OR hold 'Ctrl' on your keyboard and press 'Z'. This will work 
back over many steps (also just like MS Word), which is very useful if you discover that you have 
made a mistake earlier!

NB – You should save your work regularly (every few edits). You can do this by selecting 'File' – 
'Save' OR by holding the 'Ctrl' on your keyboard and press 'S'. There is nothing worse than the 
computer crashing when you have lots of work done and then discovering you have lost it!



Part 7 – Adding to your recording

This will take you through the process of adding extra audio to your recording. This is particularly 
useful if you find your recording is short of the 59.40 time allocated to each slot in the schedule. 
You can also use this to add promos or interviews to your recording.

First you will need to import the audio into Adobe Audition. To do this, either right click on the file 
and  go to 'Open With' – 'Adobe Audition' OR In Audition, go to 'File' – 'Open' – Choose 'Desktop' 
from the 'Look In' drop-down menu and find your file either in 'Programmes' or 'Personal folders'.

Once you have both files open on the browser in Adobe Audition (on the list in the left-hand side 
of the screen). You can choose which one to open by double-clicking it.

Once you have the audio you would like to add to your recording open, highlight it by double click 
in the middle of the track OR by holding the 'Ctrl' button and pressing 'A'.

You now need to copy and paste this file into your recording. Again, Adobe Audition is very similar 
to MS Word in this regard – either right-click with the mouse and choose 'Copy' from the menu OR 
hold the 'Ctrl' button on your keyboard and press 'C'.

To paste this audio on to the end of the programme you were editing, just select your programme 
file from the panel on the left-hand side of the screen. Go to the end of the file by dragging the 
yellow marker all the way to the right hand side of the file or press the 'skip' button (pictured 
below).

You can then paste in the audio on your clipboard by right clicking on the end of the file and select 
'Paste' from this drop-down list or you can hold 'Ctrl' and press 'V' on your keyboard.



NB – If you ever make a mistake with Adobe Audition and you want to undo anything you have 
done, just go to 'Edit' and 'Undo' OR hold 'Ctrl' on your keyboard and press 'Z'. This will work 
back over many steps (also just like MS Word), which is very useful if you discover that you have 
made a mistake earlier!

NB – You should save your work regularly (every few edits). You can do this by selecting 'File' – 
'Save' OR by holding the 'Ctrl' on your keyboard and press 'S'. There is nothing worse than the 
computer crashing when you have lots of work done and then discovering you have lost it!



Part 8 – Cutting your Programme to Length

You now need to cut down your programme to the length needed for broadcast. At the moment, 
this time is 59 minutes 40 seconds. To do this, follow the steps below.

Firstly, zoom in on the area around 59.40 on your recording. To do this, use the zoom controls on 
the toolbar or use the roller on the mouse. 

Put a marker exactly at the 59.40 mark (by pressing 'F8' on your keyboard). 

Zoom back out and highlight from this marker to the end of your file (by pressing and holding the 
left button on the mouse and dragging to the end of the file).

Press 'Delete' on the keyboard to delete any audio past the 59.40 mark.

You now need to fade out the music on your recording. To do this, select from the very end of the 
recording and drag left to select 10-12 seconds of audio (check this by using the  'Selection' time 
tool on the bottom of the window).

Now you can fade out the music by either going to 'Favourites' and choosing 'Fade Out' or going to 
'Effects' – 'Amplitude and Compression' – 'Amplify/Fade (Process)' and choosing the 'Fade Out' 
option under the 'Presets' heading on the right-hand side.



NB – If you ever make a mistake with Adobe Audition and you want to undo anything you have 
done, just go to 'Edit' and 'Undo' OR hold 'Ctrl' on your keyboard and press 'Z'. This will work 
back over many steps (also just like MS Word), which is very useful if you discover that you have 
made a mistake earlier!

NB – You should save your work regularly (every few edits). You can do this by selecting 'File' – 
'Save' OR by holding the 'Ctrl' on your keyboard and press 'S'. There is nothing worse than the 
computer crashing when you have lots of work done and then discovering you have lost it!


