
 
 
 

 

How to record a SOUND PRESENTATION 

and upload it onto Moodle 
 

We recommend creating your sound presentation on a computer device (such as a laptop), rather 

than on a smartphone. That’s because some smartphones have limited storage capability and you 

might lose an audio file which is too large. Also, recording on a computer device has the added 

benefit that you can locate your audio file more easily. 

 

If your digital skills are advanced and you feel like it, you can use an audio editing programme 

(such as the free Audacity app) to perfect your sound file. 

 

You’ll need 
 A device with a (plugged-in or in-built) microphone 

 A recording app (included by default in most devices) 

 Internet access 

 

Steps to record 
 If you’re using a plugged-in microphone, make sure it’s plugged into your device. 

 Open your recording app (in Windows it’s Voice Recorder, on a Mac it’s QuickTime, in most 

smartphones it’s called Voice Recorder, on iphones it’s called Voice Memos). 

 If you’d like additional help, here are instructions on how to use Windows Voice Recorder, how 

to use QuickTime, how to use android Voice Recorder, and how to use Voice Memos. 

 Record your presentation and Save. 

 

Locate your recording 
 Search your computer device to find your recording, so that you know exactly where it is. On 

Windows 10 it will be located in Documents > Sound Recordings. On a Mac it will be located in 

Documents. 

 If you’ve used a smartphone to record, click on the Share option as soon as you’ve completed 

your recording. This will help you save it on a cloud drive (such as Google Drive or Dropbox), so 

that you’ll know exactly where it is. 

 If you’ve used a smartphone to record, and you haven’t already used the Share function, you 

will need to locate the recording and then Share it so as to move it onto a cloud service (such 

as Google Drive or Dropbox). On an android, look in Settings > Storage > Voice Recorder. On an 

iphone, look within the Voice Memo app. 

 Other ways to save your recording from a phone to another device include using bluetooth or 

a downloading cable. Please use the method that you find the most convenient for you. 

 

Upload on Moodle 
 Use the Attachment box, exactly as you would do when uploading an assignment. 

 

https://support.microsoft.com/en-gb/help/4028308/windows-10-how-to-use-voice-recorder
http://osxdaily.com/2014/04/03/record-sound-mac-easy-quicktime/
https://www.samsung.com/za/support/mobile-devices/galaxy-note4-how-do-i-use-voice-recorder-on-my-samsung-galaxy-note4/
http://osxdaily.com/2016/05/04/record-audio-iphone-voice-memos/#targetText=Open%20the%20%E2%80%9CVoice%20Memos%E2%80%9D%20app,and%20give%20it%20a%20name

