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Adding Voice Lectures in Blackboard 
Note:  For the purposes of this tutorial, we are working under the assumption that you already have a voice recording 

ready.  For detailed startup Podcasting information and how to use the Digital Voice Recorders at PVCC, please come 

to the Technology Tutorials page under CEI’s Professional Development – Opportunities section on the PVCC web site.  

We use the Sony UX71 Digital Voice Recorder as our tool of choice for creating voice recordings.  This recorder is easy 

to use (see the provided documents as mentioned above) and creates files already in MP3 format, which is the most 

popular audio format for students to listen to at the present time.  These will work on computers or portable players such 

as Apple’s iPad/iPhone series or Microsoft’s Zune (and too many more others to mention). 

How to upload your file 
Once you have your file, as described on 

our Sony UX71 instructions, we recom-

mend that you save it first to your PC to 

create a backup rather than uploading it 

directly from your recorder.  Take note 

where you save it to, you will need to 

find it again.  Here is the procedure to 

upload your file to your Blackboard 

course: 
 

1. Access your course in Blackboard 

and navigate to the content area 

where you wish to place your voice 

file. 

2. At the top of your window, click the 

Add Item button. 

3. You are presented with the Create 

Item form window. 
 

a. In Section 1, as with other 

course documents, you must first 

specify a Name for your item. 

b. Below Name is a text box where 

you may enter any supporting 

information or instructions you 

wish to include. 

c. In Section 2 you attach your file.  

Click the first Browse button to 

find the file on your PC.  Use the 

File Upload dialog pop-up to 

navigate to where you saved 

your file. 

d. Click once on your file to select 

it, and then click the Open but-

ton. 

e. In Section 3 add any options or 

viewing restrictions (date/time to 

make it appear or disappear from 

your course). 
 

4. Click the Submit button when all 

is ready to add the item to your 

course.  

http://www.pvcc.edu/center_for_excellence/technology_tutorials.php
http://www.pvcc.edu/docs/cei_podcast_ux71.pdf

