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GARAGEBAND Help Sheet 
 
 

INSTALLATION 
 
GarageBand is only available on Mac computers, and is installed by default. 
 
 
BASIC EDITING 
 
New Project: open GarageBand, select “Empty Project”, and click “Choose”. 
Next you will be shown different track types you can create. Select the 
microphone and click “Create”.  
 
Open Audio File: Drag and drop audio to the right of the track where you want 
the audio, or below all tracks to make a new track. You can also hold down 
Command and click in a track to load an audio file. 
 
Splitting Audio: to split an audio file in two, move the playhead (by clicking 
and/or dragging on the grid above the audio) to where you want to split and 
then in the menu bar click Edit -> “Split Regions at Playhead” OR Command+t 
 
Copy/Paste Audio: click on an audio region and use Command+c, then move 
the playhead to where you want the audio to be pasted and press 
Command+v  
 
Move Region: click on a region and drag it to where you’d like it to be! 
 
Change Volume: Press ‘a’ on the keyboard to go into automation mode. Then 
hold down Command and click and drag on the waveform of a track to draw in 
the volume, with lower being quieter and higher being louder. This is how you 
make fades in and out in GarageBand as well. 
Press ‘a’ again to go back to editing mode. 
!
Reverse Audio: Double click on the region you want to reverse, which will open 
the region editor. Then, click on “Reverse Playback” at the left below the 
region’s name 
 
Turn Off Metronome: Click on the metronome button ( ) at the top right to turn 
on and off the metronome (turn it off before exporting!) 
 
Turn Off Grid: By default the grid at the top of the window is in beats (NOT 

seconds), and audio regions will snap to the grid. To turn off & on snap to 
grid, in the menu bar click Edit -> “Snap to Grid” OR Command+g. 
 
 
Change Grid to Seconds: to the left of where the current position of the 
playhead is displayed is the Display Mode button ( ). Click this button and 
select “Time”. To change back, click again and select “Beats & Project”. 
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!
Changing Tempo: In order to change tempo you must be in “Beats & Project” 
mode (see previous Instruction). Click and drag the BPM (beats per minute) 
value near where the current position of the playhead is displayed. Up will be 
faster, down slower. 
ge BPM 
 
MORE ADVANCED EDITING 
 
New Track: in the menu bar click Track -> New Track, then click on the 
microphone and click “Create”. 
 
Delete Track: click on the left side of a track and press Command+delete. 
 
Mute/Solo: click on the Mute and Solo buttons at the left of each track to make 
silent that track or only hear that track, respectively. You can also press ‘m’ and 
‘s’. 
 
Adding Effects: press ‘b’ on the keyboard to open the Smart Controls editor. 
Then click on the info button ( ) at the top left of the editor. Scroll down and 
click the arrow to the left of “Plug-ins”. Then click underneath “Channel EQ” to 
add a new effect. There are many… 
 
Panning Automation (and More!): Press ‘a’ on the keyboard to go into 
automation mode, then click on the text beneath the solo and mute buttons 
(“Volume” by default) to choose many different parameters (including panning, 
effects, etc.) that can be automated over time. 
 
Move Track Automation With Regions: when moving regions, the automation 
associated with it by default stays in place. To keep it with the region, in the 
menu bar click Mix -> Move Track Automation With Regions. 
 
 
FINISHING UP 
 
Saving: in the menu bar click File -> Save Project (Command+s) to create a 
GarageBand project file (.band). 
 
Exporting: in the menu bar click Share -> Export Song to Disk… and then name 
your piece (with your name and assignment number) and select the 
output file type. Remember to work with your files in high quality (.aiff, .wav, 
.flac, etc.) and then at the last step export to .mp3 for handing it in. 


