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INTRODUCTION:  

Digital media is Defined as digitized content that can be transferred through the internet, computer 

networks and various electronic devices. This includes websites, digital images, video and audio, 

as well as video games and social media. 

         LEARNING UNIT I.      DESCRIBE DIGITAL MEDIA TYPES AND FORMAT  

 

ü I.1 Describe digital media types and format: 

Á Print media  

Å Digital video  

Å  Digital imagery  

Å Digital audio  

 Video games  

Å Computer programs and software  

 

       Describing audio format :                                      

Á AIF  

Å  AIFC  

Å  AIFF  

Å  ASF  

Å  AU  

Å  MP2  

Å  MP3  

Å  MPA  

Å  SND  

Å WAV  

Å WMA  

ü Describing video format  : 

Ç FLV/ SWF  

Ç VOB  

Ç MOV  

Ç  ASF  

Ç  AVCHD  

Ç MPG-MPEG                

Ç  MP4-MPEG4  

Ç  WMV  

Ç 3GP  

Ç  G\H.264  

Ç DIV   
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I.2        DESCRIBE DIGITAL MEDIA STORAGE  

 

Digital  data is stored on digital media. Digital media can be divided into three main types:  

Magnetic. On magnetic media, the digital data is encoded as microscopic magnetized needles on 

the surface of the medium. In computers, a storage medium is any technology -- 

including devices and materials -- used to place, keep and retrieve electronic data. It refers to a 

physical device or component in a computing system that receives and retains information relating 

to applications and users.  

How storage media works 

Media used in computer storage receive messages in the form of data, via software commands 

from the computer system. The commands determine the type of storage media needed to hold the 

data, based on its business value, compliance implications or other factors. In tiered storage, data 

is moved among disk, flash and cloud storage based on automated software policies. 

A storage medium may be internal to a computing device, such as a computer's hard drive, or a 

removable device such as an external hard drive or universal serial bus (USB) flash drive. There are 

various types of storage media, including magnetic tape, nonvolatile memory cards, rotating fixed 

disk and solid-state drives (SSDs), which are based on nonvolatile flash memory. 

The term storage encompasses all data, and can be either primary or secondary storage. Primary 

storage refers to data that is kept in memory for fast retrieval by a computer's processor. Secondary 

storage is data placed on hard disk or tape to ensure backup and long-term retention. 

A storage device may be a type of storage media, or a piece of storage hardware outfitted with 

storage media. For example, storage arrays decouple storage media from servers. Storage arrays 

incorporate electromechanical hard disk drives (HDDs), SSDs or a combination of each, attached 

to separate servers and networking. 

Storage media can be arranged for access in many ways. Some well-known arrangements include: 

redundant array of independent disks (RAID); 

network-attached storage (NAS); and 

storage area network (SAN). 

SAN arrays initially were designed with HDDs, until the advent of all-flash arrays outfitted solely 

with SSDs. Hybrid flash arrays blend the two storage media in an integrated system, with disk 

providing a capacity tier alongside a faster tier of flash. 

Examples of storage media: 

A hard disk provides a high-capacity alternative to magnetic storage media. It contains metal 

platters coated with a magnetic layer. The platters usually spin continuously when a computer is 

on, storing data in different sectors on the magnetic disk. 

Magnetic disk remains the dominant media for backup storage appliances, active archives and 

long-term retention. A disk-based backup appliance includes interfaces to replicate data copies, 

such as clones and snapshots, to tertiary devices or a hybrid cloud. 

https://searchstorage.techtarget.com/definition/cloud-storage
https://searchstorage.techtarget.com/definition/USB-drive
https://searchstorage.techtarget.com/definition/secondary-auxiliary-storage
https://searchstorage.techtarget.com/definition/secondary-auxiliary-storage
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HDDs remain popular in enterprise disk arrays due to their increasing capacities and the ability to 

rewrite data on the disk. In 2017, Western Digital Corp. introduced a 14 TB HDD, making it the 

largest on the market at that time. Seagate Technology has said it plans to unveil a 16 TB HDD in 

2018. A downside to HDDs is the reliance on moving internal mechanisms such as actuators, 

motors and spindles that can fail and corrupt the drive. Some HDDs use shingled magnetic 

recording (SMR) as an alternative to conventional magnetic recording. An SMR method allows 

for greater areal density by allowing data to be written in partially overlapping tracks on the disk. 

SMR drives work optimally with data that is continuously written, such as with disk-based 

archiving and backup. Seagate and Western Digital are among the leading manufacturers of SMR-

based disks. 

Optical disk 

Optical disk technology uses lasers for write once, read many (WORM) data. The use of lasers 

allows high-density optical disk to store more data than magnetic HDDs. Types of optical storage 

media include Blu-ray, DVDs and CD-ROMs for read-only data. 

Flash memory 

Flash memory does not depend on moving mechanical parts. This gives flash devices advantages 

in speed over traditional disks. In flash memory, blocks of data must be erased to allow new data 

to be written to the microchip. 

The two main types of flash are NAND and NOR. The names are defined by their respective logic 

gates. These memory types are used as the storage media in SSDs. 

 
 

 

 NAND flash memory is written and read in blocks that are smaller than the device, whereas NOR 

flash memory reads and writes bytes independently. Both types of flash are used in consumer 

https://searchstorage.techtarget.com/definition/shingled-magnetic-recording-SMR
https://whatis.techtarget.com/definition/logic-gate-AND-OR-XOR-NOT-NAND-NOR-and-XNOR
https://whatis.techtarget.com/definition/logic-gate-AND-OR-XOR-NOT-NAND-NOR-and-XNOR
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electronics and certain applications in medical and industrial use cases. NAND flash is known for 

higher density and higher endurance than NOR, making it suitable for enterprises to use in mass 

storage. NOR often serves as a replacement for random access memory (RAM) and read-only 

memory (ROM) drives. 

Single-level cell NAND stores 1 bit of data per flash cell, existing as either a programmed (0) or 

erase (1) state. Multi-level cell (MLC) NAND stores more than 1 bit of data per flash cell. 

Enterprise MLC is made with enhancements to support more write cycles than consumer-grade 

MLC. Triple-level cell stores three data bits per cell. 

Flash storage memory devices are divided between consumer devices and enterprise storage, with 

some overlap. Smartphones, tablets and other consumer devices are designed memory cards that 

vary in capacity and price. 

SSD 

An SSD is installed in x86 computers to allow companies to user server-side flash as an alternative 

or adjunct to networked storage arrays. Form factors include: 

Add-in cards that utilize a Peripheral Component Interconnect Express (PCIe) serial port. 

Disk-on-module flash boot drives that mount to a computer's motherboard. 

Dual inline memory modules (DIMMs) place flash close to the motherboard in dynamic random-

access memory (DRAM) slots as a performance cache. 

MiniSATA drives and their eventual replacement m.2 SSDs, used in thin laptops. 

Storage-class memory, including nonvolatile DIMMs with DRAM as addressable storage and flash 

as backup media. 3D XPoint technology -- developed by Intel and Micron -- is an example of 

storage-class memory. 

SSDs initially were designed to take advantage of existing Serial-Attached SCSI (SAS) and Serial-

Advanced Technology Attachment (SATA) protocols. 

USB flash drives 

USB flash drives are also known as nearline storage, a storage medium that is not continuously 

connected to network servers or the internet. Generally, this makes most removable media, such 

as encrypted cartridges or SATA drives, safe from infection by Trojan horses, viruses or worms. 

A USB flash drive specifically refers to the housing for the device; the storage media is internal 

flash designed as an integrated memory circuit, similar to the design of SSDs but on a smaller 

scale. These thumb-shaped devices slide into any USB to transfer or copy data, and are variously 

called gum sticks, keychain drives and jump drives. 

https://searchstorage.techtarget.com/definition/NVDIMM-Non-Volatile-Dual-In-line-Memory-Module
https://searchstorage.techtarget.com/definition/near-line-storage
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Although USB drives are widely used by consumers due to their convenience, that ease of use can 

present a security hazard within enterprises. Most companies forbid employees to use personal 

USB drives at work for security reasons, unless specifically authorized to do so. 

Tape 

Tape was a dominant backup storage medium until the 1990s but was gradually pushed aside by 

magnetic disk. Tape systems remain in use, but the use case now centers on high-capacity 

archiving for preserving data. Tape systems have continued to improve in density and endurance, 

largely due to advances in the Linear Tape-Open (LTO) format. LTO-8 pushes compressed 

capacity per tape to 32 TB and nearly 13 TB of uncompressed data. 

I.3   Manage Digital Media 

This guide discusses how to effectively organize digital media files on your computer (Macintosh 

or Windows). Media files can include images, videos, websites, presentations, or print media such 

as posters. This guide primarily discusses images, which are the most ubiquitous type of media 

file, but the concepts apply to other kinds of media.   

This guide includes these sections: 

1. Getting started (this section) ï Guide overview, organizing digital media process overview, 

acquiring media assets, references. 

2. Working with folders and files ï core skills, including viewing, organizing, searching, sorting, 

moving, and naming folders and files. 

3. Managing digital media ï concepts of media file and folder management, including browsing, 

cataloging, and metadata.  

4. Working with catalogs ï techniques for working with catalogs (databases) using Adobe 

Lightroom for examples. These include topics such importing, moving files and folders, metadata, 

keywords and ratings  

5. Exporting, backing up, and archiving ï important issues related to backing up and archiving, 

both of which are essential to your long-term success in managing media on a computer.   

https://guides.lib.unc.edu/c.php?g=8649&p=44215
https://guides.lib.unc.edu/c.php?g=8649&p=44216
https://guides.lib.unc.edu/c.php?g=8649&p=44217
https://guides.lib.unc.edu/c.php?g=8649&p=44218
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Feel free to go directly to whatever content is most relevant to you. If you don't use catalog 

software, you could skip section 4, but it may help you decide if you want to use cataloging 

software in the future. 

NOTE:  This guide does not address organizing media repositories for an organization. The 

information here is very relevant to larger-scale digital asset management, but that larger topic is 

beyond the bounds of this guide. 

 

Organizing digital media by classifying Data accordingly. Working with folders and files. 

 Use one place for every media file: 

Carefully think through how you want to organize your folders and files. Rather than randomly 

dumping files into folder willy  nilly, you need to structure a hierarchy of folders and files that will 

work for you. There is no single right way.  

Metadata (discussed below) can help you to retrieve images or other media files, but is it still 

important to have a filing system that makes sense for the way you think and the way you work.  

With images, a good approach for many people is to organize folders by year, and possibly by 

month within each year. For example, an image in such a system could be: 

 
where 2012 is a folder for the year, July is the month, and eventname_#### is the name of the 

event and a 4-digit file number.  

Organizing by date-range ñbucketsò as shown above makes backing up and archiving easier, 

because you can more easily identify groups of files that need to be backed up, and more easily 

add to your media backups over time.  

Separating Originals from Derivatives 

It is important to separate original files from derivatives. For example, you could use a single RAW 

image file to create multiple compressed, lower-resolution derivative files (often jpegs) for various 

purposes, such as a web site, a brochure, and a poster.  To avoid confusion, it is good to clearly 

separate these.  

Project Folders and Files 

A particular project you work on may contain numerous files of different types, including multiple 

versions of derivative files. Keeping a folder for a project is almost always necessary to work 

efficiently and avoid confusion. The more complex the project, the more essential this becomes. 

Naming Folders and Files 

Use file names that are meaningful to you and serve your purposes.  

Å Do not use blank spaces or special characters in file names.  

Å Use a consistent file-naming approach (for example, date event_####) that works for you.  

If your file-naming approach isnôt working well, consider changing it. If you need to change a 

large number of file names, there are software tools that can help you. 
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 WORKING WITH CATALOGS.  

Browsing and Cataloging 

Thus far we have looked at methods of working with media files using Microsoft Windows, Apple 

Macintosh, and Adobe Bridge. These are all examples of browsing software, which allows you to 

view and   work with your files directly. Everyone uses this kind of software and it is the only kind 

that many people will ever need to use.  

However, for some purposes, catalog (or database) software programs have certain advantages, 

especially for photography.  

The database, or catalog, doesnôt contain the actual images (or other media files). Instead it 

contains information about those files, which is contained in a separate catalog, or database.  

Catalog programs are often used by media professionals, especially photographers, but many non-

professionals also use them. Examples include Adobe Lightroom and Apple Aperture. Video 

editing programs use a ñprojectò approach which is similar in concept to catalogs (see Managing 

Video, below).  

Here are some of the advantages of using catalog (or database) media software: 

¶ Catalogs allow you to non-destructively edit files. For example, in Lightroom, you can 

apply edits such as contrast, color adjustments, cropping, etc. without affecting the original 

image or degrading it in any way.  

  

¶ Because it is nondestructive, catalog software encourages experimentation and allows you 

to quickly apply edits to many images simultaneously.  

  

¶ Catalogs allow you to create ñvirtual copiesò of files, which (at least in theory!) reduces 

the clutter of proliferating versions of files.  

  

¶ Cataloging software has powerful searching capabilities, and allows you to create virtual 

collections of files that match criteria you specify 

On the downside, catalog software takes time to set up and requires maintenance to ensure the 

integrity of the catalog. You need to import files into the catalog to work with them. You need to 

be careful when manipulating files outside of the catalog software because if you do, the catalog 

may lose track of where files are located (which then requires you to reimport the files into the 

catalog). 

Many people believe that the advantages of catalogs far outweigh the difficulties in setting up and 

maintaining themé but other people still prefer working with browsers. There is no right or wrong 

answer for everyone. 
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Managing Video with Project Files: A Catalog-Like Approach 

This guide does not focus on video, because video is such a huge topic that it would require a 

separate guide.  But it may help to point out that many of the same issues apply to video as to other 

types of media. 

File management is especially critical with video because a single video may be composed of 

pieces of hundreds or thousands of files. With video, a catalog-like approach is virtually a 

necessity, and is built into video editing software such as Final Cut Pro, iMovie, and Adobe 

Premiere.  

Most videos combine many pieces of different shoots. A project file is a database that combines 

files (video clips, audios, stills)   and applies instructions to them. The completed video is compiled 

from the project file into a file that is exported. A single project file can be used to create different 

videos, or different versions of the same video. 

A video project file is analogous to a Lightroom catalog in that the project contains ñthumbnailsò 

of many files, and editing video clips doesnôt affect the original files, which are separate from the 

project file and (usually) untouched by editing process.  

Note: One difference is that often multiple video projects reference the same files. In Lightroom 

you are more likely to have a single catalog that you will use for all of your   projects. 

Adobe Lightroom catalogs can include video files, but   Lightroomôs video editing capabilities are 

limited.   

Managing other media types 

Most media software for purposes such as presentations (PowerPoint), graphic design and 

illustration (Illustrator), and page layout (InDesign and Acrobat) do not require or use catalogs in 

the same way as Lightroom or Aperture.  

However, when using media software of any kind, when you embed or import media files into 

other media files (e.g., a photo in an InDesign document or an audio file in a PowerPoint 

presentation) you should keep all your imported or embedded files together in a single folder.  

 

 

 

 

 

 

 

Exporting, Backing up and achieving digital media. 

Exporting digital media files 

A big advantage of a cataloging program such as Adobe Lightroom is the ability to work with 

uncompressed files without degrading quality. When it is time to produce output, you can export 

as many versions of the edited files as you would like.  

For   example you could export a camera raw file for use on the Web, for use in a video, for a print 

brochure, and for other purposes, all without altering the original files in anyway.  
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Exporting from Lightroom  

To export image(s) from Lightroom, choose File > Exporté or click the Export button at the 

bottom of the left panel in the Library module. The Export dialog box appears. 

 

 

The following diagram is an overview of media file management on a computer. It shows a 

sequence of topics which roughly corresponds to workflow, but in reality there is a lot of back and 

forth between steps.   

Numbers in parentheses refer to the section(s) in which the topic is primarily addressed. 

Backing Up and Archiving 

Everyone knows that backing up data files is a good thing to do. It is essential for anyone creating 

and working with media files.  

Tips for Backing Up 

If you are using Lightroom or a similar catalog program, use only one catalog if at all possible. 

This makes it easier to manage your files.  

To keep your catalog in sync, it helps to keep your catalog file in the same folder as your image 

files.  If you are doing a video project, it is good to keep your video project file in the same folder 

with your video  

Keep your folders well organized. Using a ñbucketò system (advocated by Peter Krogh), in which 

folders are organized sequentially by date, makes it easier to know what needs backing up (and 

when).  Even if you have many folders of images, keep all of your folders inside a single big 

folder.  Segregate your media files from other types of files.  

Create a plan for backing up. Decide when and how often you are going to back up your files, 

which files you need to backup, and develop a schedule and procedures for backing up 

consistently.  

Keep more than one backup, and consider using multiple locations and types of media. For 

example, consider keeping a backup at home in addition to backups at the office. Consider backing 

up online (for example, using Crashplan http://www.crashplan.com/) or to DVD or tape in addition 

to backing up to hard drives 

Empty the trash on your computer prior to backing up.  

Decide which hard drive is your primary hard drive, and donôt backup files to your primary drive.  

Donôt save video source files to your computerôs internal hard drive. Especially with videos, it is 

important to save to an external hard drive.  

Use a power supply with portable drives. Even for drives that donôt require a power supply it is 

much safer to use an optional power supply if one is available.  



11 
 

Use backup software! 

 Use backup software! 

It is almost always best to use software designed for backing up rather than using your operating 

system to copy items from one location to another. There are several reasons for this. Among other 

things, backup software verifies that the source and destination copies are identical and performs 

checks to see that data hasnôt been corrupted during backup. Backup software also gives you 

options that give you more control over the backup process.  

There are several good software options for backing up. On the Macintosh, Chronosync 

(http://www.econtechnologies.com) and SuperDuper! (http://www.shirt-pocket.com) are two 

highly regarded programs.  

To illustrate how a backup program works, letôs consider SuperDuper!. 

SuperDuper! has a user interface that is elegant in its simplicity. When you start, you see a dialog 

box that allows you to the source and destination as well as the kind of backup you want to do. 

Each option is clearly explained. 
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If you are doing an incremental backup (i.e., you have previously backed up from/to the same 

source and destination), SuperDuper!ôs Smart Update option is great because it very quickly 

identifies which files are already backed up (and unchanged) and only backs up files that have 

changed or were not included in the previous backup. This feature alone is worth the purchase 

price of the software (which is less than $30). 

Once you choose backup options, SuperDuper! displays a ñwhatôs going to happenò message, 

giving you a chance to back out. 

 After you 

click ñCopy Now,ò the backup starts, and the program displays another box that keeps you 

informed of the status of your backup as it takes place. 
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When the process is finished, SuperDuper! lets you know:  
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Archiving  

Archiving is similar to backing up of course, but serves a different purpose: backups are for your 

day-to-day work, and archiving is for the future.  

Most likely, you want to focus on archiving your best work. It is more important to do a good job 

archiving your best work than to archive everything haphazardly.  

For archival purposes, save the very best versions of files. So for example, export full-quality tiff 

files rather than jpegs. If you are a photographer, keep DNG files for archival purposes.  

Use media and file formats that are most likely to be in use in the future. Revisit this issue from 

time to time. If you archived something on a Jazz drive a decade ago, it may be hard to access it 

today! This is often required and always good practice.   

¶ Organize media by  Category and Date . 

  

 

 

                   

LEARNING UNIT II: PREPARE FOR DIGITAL MEDIA DISTRIBUTION  

 

2.1: Specify digital media distribution requirements: 

Specifying images formats:  

¶ jpeg  

¶ tiff  

¶ gif  

¶ Raw images  

¶ PNG  

 

Specifying Image file sizes: 

 

ü Resolution  

ü Bit depth  

ü Color mode  

 

Image file compression and Major graphic files formats: 

Raster formats  

Vector formats  

Compound formats  

Stereo format  
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Specifying audio format: 

 

V .AIF  

V .AIFC  

V .AIFF  

V .ASF  

V .AU  

V .MP2  

V .MP3  

V .SND  

V .WAV  

V .WMA  

 

 

 

Specifying video format: 

 

V .VOB  

V .MOV  

V .ASF  

V .AVCHD  

V .MPG-MPEG  

V .MP4-MPEG4  

V .WMV  

V .3GP  

V .G\H.264  

V .DIVX  

2.2   Select tools, material and equipment 

Selecting computer system requirements: we have some of the materials and equipment used like: 

 

V Memory size(RAM)  

Processor speed  

Screen resolution and size  

 

Selecting software tools:  

Adobe audition  

Adobe Premier  

Sonny Vegas  

FL studio  
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Pinnacle studio  

Final cut pro  

AVS video converter  

Any video converter  

Picasa  

PhotoScape  

light room,  

Adobe Light room  

Adobe encore  

shampoo burning studio  

DVD rip pro  

DVD watermark  

HD video converter factory pro  

  

Selecting media equipmentôs:  

V DVD player  

- Recorder  

V Computer  

 

Media storage: 

 

Flash memory Media:  

V USB flash drives  

V Memory cards  

V SD cards  

 

Selecting writable optical media : 

 

V CD(CDR)  

V DVD (DVD-R, DVD+R)  

V Blur-ray disks(BD-R)  

 

Selecting Magnetic media:  

External hard disks  
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 LEARNING UNIT II I : APPLY  DIGITAL MEDIA EDITING  

 

The digital content editor will not edit video or audio but will give notes to the production team to 

make the necessary cuts. It is the digital content editor's responsibility to ensure that all published 

content meets a certain standard of quality, is relevant, and deemed useful for the audience. 

 

3.1. APPLY BASICS IMAGE EDITING  

 

We see digital image files every day in a wide range of places. Whenever you see a picture on a 

computer or smartphone, you're looking at a digital image file. When you take a picture with a 

digital camera, you're saving it as an image file. Even the images you see offline, like those in 

newspapers and magazines, probably started as digital image files before they were printed. 

 

Have you ever thought about how image files actually work? Here are some of the basics. 

Pixels: Every digital photo is made up of pixels, often abbreviated as px. You can think of a pixel 

as a tiny square that uses a specific color. When you look at an image file on a computer, you're 

really looking at thousands and thousands of pixels. But because each pixel is so small, you 

normally won't notice each of them unless you zoom in. 
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Dimensions 

When you refer to the height and width  of an image, you're talking about its dimensions. For 

example, if an image is 500 pixels wide and 200 pixels high, you could say that its dimensions are 

500px by 200px (the width is usually listed first). Let's look at a few other examples. 

The image below is 450px by 300px. Because this image is wider than it is tall, it's using 

a landscape orientation. 

 
 

 

 

 

The image below is 300px by 450px. Because this image is taller than it is wide, it's using 

a portrait  orientation. 
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Resolution 

You can think of an image's resolution as the amount of detail contained in the image. The higher 

the resolution, the more quality the image will have. Resolution is especially important if you're 

thinking of printing or resizing an image. This is because you can generally make an image smaller 

without noticing much of a difference in the quality. However, making an image larger than its 

original size will usually result in a noticeable loss in quality. 

In the example below, the smaller version still looks sharp and clear. 

Image file formats 

There are several file formats used with images. It's important to understand the basics of image 

file formats, along with the most common ones you'll see when working with images. 
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File size and image compression 

Digital image files can be very large and take up a lot of hard-drive space. Because of this, many 

file formats use compression to reduce the file size. There are two main types of file compression: 

¶ Lossy: This compression type removes some information from the image 

and lowers the overall quality to reduce the file size. 

¶ Lossless: This compression type does not remove any information from the 

image, but it typically cannot reduce the file size as much as lossy compression. 

Images that use lossy compression can be saved at different quality  levels. The lower the quality, 

the smaller the file size. This is because lowering the quality also removes more information from 

the image. In the example below, you can see the same image saved at different quality levels. 

Recommended file formats 

These are the most common file formats. We recommend using them most of the time: 

¶ JPEG: Pronounced jay-peg, this file type is commonly used for photographs, and 

most digital cameras save photos in this format by default. JPEG 

uses lossy compression, which means it provides a reasonably high level of 

quality without a very large file size. 

¶ PNG: Pronounced ping or p-n-g, this file type is commonly used 

for graphics and illustrations , although it can also be used for photographs. PNG 

uses lossless compression, meaning photographs saved with this format will 

usually be of a higher quality than JPEG images, but the file size will be much 

larger. 

 

3.2 APPLY BASICS AUDIO EDITING  

Keys terms: 

 

ü Importation and exportation of audio files  

ü Using essential sound panel  

ü Displaying audio in the wave form editor  

ü Using cut, copy, paste, delete audio in audition  

ü Inverting, reversing and silencing audio  

ü Converting sample types  

ü Creating podcast  
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1. Audio controls: The standard controls ï pause, play, stop, skip backward, skip forward, and record 

ï for the project as a whole. 

2. Toolbar: In order, from top-left to bottom-right: Selection, Envelope, Draw, Zoom, Time Shift, 

and Multi-Tool Mode. 

3. Level meters: The left one is for output, and the right is for input.  Clicking on the the input meter 

will actively monitor audio levels, and right clicking will give you options to change the refresh 

rate. 

4. Level sliders: Change the volume level for both output and input, and the drop-down menu to the 

immediate right is to select an input. 

5. Shortcut bar: Shortcuts to quick actions ï such as cut, paste, insert silence, etc ï and for zooming. 

6. Audio tracks: The top of this area has the timeline, and any audio tracks will appear here.  More 

on that in a bit. 

7. Selection tools: Here, you can choose where to start selection by time, and then choose to put in 

an end time, or a length of selection. 
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User Interface 

Thereôs a lot of options in the main window, but it breaks down pretty simply.  Letôs take a look. 

 

 

Recording a Track 

Letôs get a track recorded to illustrate some basic editing.  Audacity uses Windows audio defaults 

for recording and playback with few exceptions, so go down to your system tray, right-click your 

volume control, and go to ñRecording Devicesò. 
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 Make sure your microphone is set to be the default 

device.  Then, in Audacity, just click the ñRecordò button up top.  Itôs the one that has a small red 

circle in the center. 

Youôll see something like this appear: 

 

Audio Tracks 

Letôs take a closer look at the audio track and its associated stuff. 
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ü Timeline:  Here you can see the lengths of your audio tracks. 

ü Audio Track Properties:  The pertinent audio properties can be found here and 

changed.  Tracks can also be removed by clicking on the tiny ñXò in the upper-right 

corner.  Volume and balance can be adjusted by moving the sliders. 

ü Scrubber:  This green arrow usually has a line running down the screen as well.  It appears 

when you hit ñPlayò and marks the location of the waveform that is currently output 

through your speakers. 

ü Left Channel Audio Waveform 

Right Channel Audio Waveform As you can see, thereôs a wealth of information displayed 

here.  Any added tracks will stack vertically in this portion of the screen so you can see the 

information from all of them. 

Saving Your Project 

When youôve made some edits but youôre not quite done with your project, you can save it for 

later.  Go to File > Save Project asé 
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Youôll see a warning pop up, reminding you that this just for use with Audacity itself.  Following 

that, youôll get a normal save prompt.  Thatôs it! 

 

Exporting Audio 

If you want to get your audio track, with all of its layers and effects, into a single finished file, 

youôre going to want to export it.  Go to File > Export 
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Youôll see a different save dialog pop up. 

 



27 
 

After giving it a name, you can change the type of audio file youôd like to encode it as.  There are 

more than a few options. 

 
 

 

 

 

 

 

 

After you choose your type, you can click on the ñOptionséò button to change things like the 

bitrate.  I left mine as a ñWAVò file for now.  You may need additional codecs to be able to use 

other options, but thatôs something weôll cover in a future article. 

 

As you can see, weôre just touching on the basics of using Audacity, but rest assured, weôve got 

some interesting articles coming up soon.  Weôll cover the tools youôll use, filters, effects, and 

even some extra fun stuff, so stay tuned. 

 

3.3: APPLY BASICS VIDEO EDITING :  
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Here some of software will take place in practical exercises. 

 

Understanding the workplace panel  

 

Starting with the basics:  

V  Trim  

V  Rearrange clips in the timeline  

V  Bring in audio  

V  Add transitions  

V Creating on-screen titles  

V Using shortcut for cutting, moving, stretching clips  

V Polishing soundtrack by adding transition, adjusting levels,  

V Exporting your video: choose video formats, select image to represent your video, publish 

on youtube ,vimeo,é  

 

LEARNING UNIT IV:  Identify and Use social media  

 

Creating and deleting account  

V Facebook  

V Twitter  

V Instagram  

V Pinterest  

V Youtube  

V WhatsApp  

 

Managing the profile  

ü Facebook  

ü Twitter  

ü Instagram  

ü Facebook  

ü Twitter  

ü Instagram  

 

Using the main tools  

- Facebook  

- Twitter  

- Instagram  

- Facebook  

- Twitter  

- Instagram  
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LEARNING UNIT V:  OUTPUT THE DIGITAL MEDIA  

Key elements: 

       1.Burn a DVD/CD,AVCHD or Blu-ray disc  

2. Post digital media  

3. Upload digital media  

4. Output digital media to a portable device  

 

selectingTypes of programs used to burn,  

Cd burner XP  

Ashampoo burning studio  

Power2go  

Burnaware  

Nero burning rom 2015  

 Burning using nero burning Rom:  

Open nero  

Click on Create and edit  

Click on making dvd(dvd video)  

Import files by clicking on import video  

Select or drag files  

Insert a blank dvd in the dvd rom drive and click burn  

Test dvd on a dvd . 

 

 Exercises: 

 

 

TYech studio is a new studio located in Nyarugenge district. It has engaged you as their new media 

technician. , MISAGO is a client who has done a wedding in December. Unfortunately, the people 

who covered his wedding event did not edit the files. Now, he has come to you so that you select 

and edit 10 pictures, edit a short audio (4 mins) and burn it on a DVD, and make a short 

documentary (3 mins) by using the video footages he will give you and post it on facebook and 

instagram. You must also submit the report and invoice.  


