
PRO TOOLS 
Set-Up 

1. In top left corner, Click FILE>Create New  
2. In Name dropdown box, type in your name and hour 
3. Click CREATE  
4. On left side of the screen, go to the small box that says, “COMMERCIAL”, and click the 

RECORD button (a circle inside a square) to enable for recording.   
5. It will start flashing red and you should be able to talk into the Microphone and see the 

volume level bars move on the computer screen 
6. In top right corner, click the RECORD button (a red circle) and it will start flashing red 

7. You are done setting up Pro Tools – turn the sheet back over and finish setting up the 
board 
 

Recording 
1. In top right corner, click the PLAY button when ready to record (solid green arrow 

pointing right). At that point, the Record button will turn solid red and the Play button 
will turn solid green.  You will also see the recording clock start keeping time. 

2. Record your program 
3. If you make a mistake, don’t stop recording!  Just start over from the beginning, because 

you can edit out the bad stuff later. 
4. Click the STOP button (solid blue square) when done 

 

To Edit to your recording: 
1. Click the SELECTOR TOOL on the top left, directly below the word “Events”.  (It looks like 

an electrified black jet plane with white in the middle and if you hover over the icon 
with the mouse, it should say Selector Tool.) 

2. Use the mouse to highlight anything you want to delete in your project waveforms and 
hit DELETE on the computer keyboard. If you make a mistake, select UNDO under EDIT 
at the top of the screen 
 

***Save your recording by clicking FILE>SAVE *** 
 

To listen to your recording: 
1. Make sure you have STOPPED the recording in Pro Tools 
2. On the mixer, push the ON and STEREO buttons for the Protools L and Protools R 

channels and push up the slide faders 
3. Click PLAY on the computer screen 
4. Click STOP on the computer screen when done 

 

To exit Pro Tools: 
1. Click FILE>CLOSE SESSION 

 

2. ***DON’T TURN OFF THE COMPUTER*** 


