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Introduction 
Welcome to the University of London Worldwide guide to recording audio from home. Whether 
you’re a sound purist or a technophobe, we’re here to help you through the  recording process 
while the studio is closed. 
 
Clearly recorded audio lectures will help our learners to quickly grasp key concepts and accelerate 
their learning. Audio lectures are a bit like listening to a podcast - Learners can stream or download 
them to listen at their convenience, perhaps while getting on with their daily activities. 
 
This guide provides you with tips, tricks and advice on getting the best out of the audio equipment 
and software that you may already have access to at home. It will also help to identify where extra 
equipment might be required. In that case, we can provide the necessary kit. 
  
Ultimately, we want to get you to the point where you can record good quality audio at home, 
sidestepping as many of the potential technical issues and pitfalls as we can. 
 
Here’s what this guide covers: 
 

1. Background checks – Everything you need to know before hitting the record button.  
2. On Air: Advice while you’re recording 
3. Laptop, desktop or smart phone? - Which is the right device for you. 
4. Recording audio on a smartphone 
5. Recording audio on a computer 
6. Sending the files to us – find out the best way of getting the files to us.  
7. Post-production – What happens after you’ve shared your recordings with us. 
8. Tech guru – We’ve added some further explanations here! 
9. Links – some useful information from the web. 
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Background checks 
 
So, you’ve got your script and it’s been checked by the editor that you’re working with in the UoL 
Publications team? Great! But just before you rush off to hit record, there are a few things you can 
do help ensure that the recording goes smoothly.  
 
Location, Location, Location 
 
Your choice of room is key.   

 
 
 
Minimise any background noise 
Our brains are great at tuning out background noise, but microphones aren’t so good! So actively 
listen to the noise in the room you are recording in and try and minimise any ambient noise.  
Unplugging the land line, closing the window and turning off the heater can all help improve audio 
quality. NB. If you turned off the fridge because it was humming, please remember to turn it back 
on! 
 
Silence your notifications 
You don’t want the noise from a pop-up notification to interrupt your flow. 
 
Make yourself comfortable 
Make sure that you’re relaxed in your recording space and everything you’ll need is easily to hand. 
Get yourself a glass of water, talking can be thirsty work.  
 
Read through the script beforehand  
Being well-rehearsed and knowing what’s coming-up in the script will give you confidence when 
recording – this confidence will come across to the listeners too. Please be mindful of the noise that 

Recording in a large, empty room with 
hard surfaces means that the 

soundwaves bounce around and make 
the recording sound echoey

A small carpeted room with soft 
furnishings, carpets and curtains (to 

absorb the sound) is ideal
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moving bits of paper can make near a microphone. When you need to turn the page of your script, 
stop reading for a few seconds to do so, but don’t stop the recording - continue reading once the 
paper rustling has settled down. This page turning noise can easily be edited out, but not if the 
reading continues over the top. 
 

On Air: Advice while you’re recording 
 
Microphone positioning 
Try not to place the microphone too close to your mouth, as this can create exaggerated ‘P’ and ‘S’ 
sounds and might also pick-up the sound of you breathing. On the other hand, having the 
microphone positioned too far away can make the recording sound faint and distant. Please make a 
short test recording before you begin, to check that your recording is clear and the audio levels are 
good.  
 
One take wonder 
It's great to run through a whole script, recording it in a single take. Mistakes here and there are 
inevitable though, even for professional voice artists. When this happens, please stop reading (for 5 
seconds or so), take a breath and start again from the beginning of that paragraph or sentence. 
With space to ‘cut around’, these mistakes can be edited-out easily. 
 
Take a break 
If you’re doing several recordings back-to-back, energy levels can easily begin to wane. So please 
try to avoid tackling too much in one go - Take breaks where you need to and try to maintain a 
consistent performance throughout.  
 
Has it stuck? 
Once you’ve stopped recording, it’s good practice to check that it’s all there. Engineering your own 
recording is a fair amount to contend with, so it can be easy to miss something. It’s good practice to 
check that your audio is being captured correctly as you go along. And, before you shut down your 
‘studio’ at the end of a session, please check that all the files are present, correct and sounding 
good. 
 

Laptop, desktop or smartphone? 
 
All of these devices can provide sufficiently good results, so it’s largely down to what you have 
access to at home and what you’ll feel most comfortable using.  
 
Smartphone apps and accessories can be more user friendly than computer applications by design, 
but there are caveats to both. An important aspect for us to consider is the quality at which they’ll 
record audio. Generally speaking, better quality means a higher data rate and higher digital audio 
sampling, which will result in bigger files.  
 
All the methods we’ve put together here will give us a decent trade-off between compromising the 
quality or our effectiveness in post-production. 
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Provide us with a test recording 
Whatever your chosen recording option, before you launch into recording for real, it will be very 
useful if you could share a sample recording of a few paragraphs from one of your scripts. Having 
had a listen to this test recording, we can identify any audio engineering issues and will aim to 
resolve them. 
 

Recording audio on a smartphone 
 
Recording audio with a smartphone, using the built-in microphone can provide pretty good results 
these days. But using one of these little microphones, is much better.  
 
We’d like your phone to adopt one as a sidekick, so please reach out to us and we’ll arrange for the 
right type of mic for your device to be sent over. 
 

 
 
We have a selection if different mics suitable for different smart phones 
 
Recording with an iPhone 
If you’re lucky enough to have a newer iPhone with a fairly up-to-date version of iOS at your 
disposal, you’ll probably have the Voice Memo app installed as default.   
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Attach your mic and hit the big red record button and off you go. It will draw a waveform for you as 
you make your way through the recording.  
 
Once you're done, hit the stop button. There is nothing else to configure, by default it will record at 
a quality that is acceptable for us.   
 
Your iPhone stores the audio files within the app, but it will allow you to move them to the files 
folder or share via Dropbox, Google Drive or SharePoint etc.   
 
Another option is to download an app called Voice Recorder HD (there’s also free Voice Recorder 
Lite version of the app). This has a more fully-featured feel to it, including things like those 
reassuring jumping green bars on its recording level meter.  
 
Once you are in, go to the settings and choose sample rate.  The default is 11khz typical this is the 
quality of a land phone line – we would like a bit more to play with in post-production so please set 
this to 44.1 khz. 
 
Change the file format to .m4a (mpeg layer 4 audio). Controversially, this is lower quality than the 
default, but it makes the file sizes more manageable. 
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Press the big red round record button to start recording a test run. You don’t want the green bars 
on the recording level meter to go into amber or red, as this will mean it’s over recording and will 
reduce the quality of the audio. The sweet spot is for the peaks to be around the three quarters 
mark. To stop the recording press the white circle with a red square in it. Easy peasy! 
 
Go to ‘Voice Memos’ which is in the middle at the bottom of the screen to listen back to the 
recording. Do you sound clear? Is it loud enough? Are you happy with your performance? 
 
If you upgrade and buy the full version of the app for the princely sum of £2.99 (we will gladly 
reimburse you), you then get the option to easily share the files via SharePoint or Dropbox. 
 
Recording with an Android phone 
  
So, you want to record your audio using an Android device and you’ve plugged in your microphone. 
Let's get started using the Easy Voice Recorder app.  
 
Go to the PlayStore to search for the application. The first option with the blue microphone logo is 
the one that you need to install. 
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Once inside the app you click on the three dots which are to the right of the ‘Easy Voice Recorder 
app’. This will open a drop-down menu and then please click on ‘Settings’. 
 

 
 
There’s a couple of things we need to adjust to get the most from your device. Firstly, click on 
‘Sound Quality’ and select ‘High (larger files).’ Double check that the ‘Mic Pre-set’ is in its default 
position of ‘Voice Notes’. If it isn’t click ‘Voice Notes.’  
 
Next, below 'Sound quality' in the settings menu you will see 'Tuning'. Please click on this. After 
you’ve clicked 'Tuning', you should see something like this: 
 

 
 
Click on ‘Microphone’ and select ‘Main’.  
 
Then select ‘Encoding’ and ensure that the encoding settings are set to .wav (PCM). 
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Below the 'Encoding' settings in the 'Tuning' menu we have 'Sample Rate'. Please click on this and 
ensure that it is set to the highest quality sample rate, 48Khz. 
 

 
 
Nearly there! Now use the back arrow to navigate to the settings page and click on ‘Advanced 
Trouble Shooting’, navigate down to the 'Compress PCM files when sharing' option and ensure that 
it is set to '.m4a'. Use the back arrows to get back to the main page of the app.  
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While you’re on the main page, you can set the name for the file that you’re going to record.  
 
Please refer to section 5.1 for some file naming guidance. 
 
After the file has been named appropriately, you can start your recording by pressing the red 
button with the microphone icon. 
 
When you have finished your recording then you need to finalise it. You do this by pressing the tick 
icon on the right. WARNING: The X button on the left will delete what you have just recorded - so 
please be careful here!  
 

 
 
When you have selected the files you want, you will be told how many in total there are 
(highlighted in green). Circled in yellow is the share button. Please click on this. 
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Great job, well done! 

Recording audio on a computer. 
 
Smartphones can do a good job of recording audio, but they’re not the only option. 
Less-portable devices can also be applied to the task! 
 
Recording Audio with a PC 
 
So, you’ve got a PC and you want to record your audio on it? Great, let’s get started.  
 
Microphone 
 
Most laptop devices have built-in microphones, but because they're  so small the quality of the 
recording tends to be poor. We’d prefer your recordings to sound more professional. So, to 
improve the audio quality, it’s best to use an external microphone (if you don’t have one contact 
your learning designer and they can arrange for one to be sent to you).  
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Here’s how to use the microphone: 
 
If you are using the Gyvazla Omnidirectional USB Microphone, which is a clip on microphone, then 
you need to attach it to yourself. Ideally you want the microphone to be about 15cm from your 
mouth and fasten it to your clothing using the clip.  
 

 
 
Tuck the wire up your top, not only does this look neater, but it also reduces the likelihood of the 
wire getting caught on something and potentially pulling the microphone off mid-take. 
 
Your microphone should look like this.  
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The next thing you must do is tell the computer to use the microphone that you’ve plugged in and 
not it’s little internal microphone. Type, ‘sound’ into the search bar of your PC and this will bring up 
the ‘sound settings’ (see image below) 
 

 
 
When you open “Sound Settings” this is what you should see:  
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Here you can see the preferences for audio input / output. By default, the audio input is set to 
Microphone Array (Realtek High Definition Audio (SST)). This is simply the computers built-in 
microphone device which we don’t want to use. So, click on the drop-down menu and select 
Microphone (USB Audio Device) as below: 
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Congratulations your microphone is now set up! 
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Software 
 
Now the hardware is sorted, we need get to grips with the software. Go back to the search bar on 
your PC and type in “audio”.  
 

 
 
Click on the “Voice Recorder” application as highlighted above. Now click on the blue microphone 
within the Voice Recorder application and you should see this: 
 

 
 
You might be thinking what does this all mean? Well the numbers tell us the duration of the 
recording (in this case 31 seconds). The two lines at the bottom left are to pause the recording and 
resume the recording*. The blue stop button in the middle of the screen is to finish the recording.  
 
*You don’t need to worry about the flag sign right now.  
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Once you have pressed stop to finish the recording, you will be shown this:  
 

 
 
It would really help us if you could rename your audio files. Please refer to section 5.1, where 
there’s some guidance on this. 
 
So, your microphone is works and you can start, stop and rename your recordings – good stuff!  
 
The next thing you’ll need to do is get the recorded audio files over to us. Please refer to section 5. 
File delivery for further information on how to do this. 
 
Alternatively, you might like to use a desk-based microphone.  
 
Get in touch with your Learning designer and we should be able to send you one out. The desk-
based condenser microphone has a big advantage over a lapel microphone and that is that you are 
unlikely to get any rustling noise when using a desk top microphone. However, you do have to be 
mindful to talk into the microphone and not turn away from it.  
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You can adjust the angle of the microphone by loosening the screw on the stand. Ideally you want 
the diaphragm (circled in red) pointing towards your mouth. 
 

 
 
Position the microphone about 30cm away your mouth, the volume knob is set to do with two 
thirds of maximum. You will have to adjust the volume knob depending on your personal set up. 
Ultimately, we are trying to achieve a signal that is as loud as possible without it clipping 
(distorting). 
 
Now we’ve got the hardware sorted let’s make sure your PC is using it! 
 
Search sound in the search bar. When you open “Sound Settings” this is what you should see: 
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Here you can see the preferences for audio input / output. By default, the audio input is set to 
Microphone Array (Realtek High Definition Audio (SST)). This is simply the built in microphone on 
your tablet. 
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If you click on the downwards facing arrow within the “Input” menu then you should see 
“Microphone (USB PnP Audio Device)”. Please make sure you have this selected. 
 
Software 
Now we need to make sure that your software is definitely using the correct microphone – it's good 
to check! After you have set up your microphone in Windows go back to the search bar and type 
“audio” 
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Next, you want to open the “Voice Recorder” application as highlighted above.  
 
After clicking on the blue microphone within the Voice Recorder application you should see this: 
 

 
 
This tells us that the recording has been going for 31 seconds. The two lines at the bottom left are 
to pause the recording (to resume recording click the pause icon again), the flag sign to the right is 
to add a marker and the blue stop button in the middle of the screen is to ‘finish’ the recording. You 
don’t need to worry about the flag sign right now. 
 
Once you have pressed stop to ‘finish’ the recording, you will be shown this: 
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Here are all of the recordings that have been made using this application.  
 
Right click on the most recent recording you have made (identifiable by being highlighted in blue / 
most recent time) and navigate down towards “Rename”. 
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Upon changing the name of the asset, press Enter to commit the change to the file.  
As demonstrated above, right click on this newly named file and scroll down to ‘Open file location’ 
You can then save the file into a convenient location of your choosing.  
 
Recording Audio with a Mac 
 
Let’s take a look at how we can record audio using a Mac. 
 
Microphone 
 
If you have an iMac or MacBook, it will have a little built-in microphone which is okay for Zoom 
calls, but we’d prefer a more professional recording. There are two types of microphone that we 
can supply you with, firstly there’s the lapel microphone and secondly there’s a condenser 
microphone which sits on your desk.  
 
First, we will be looking at the lapel microphone. So, plug your microphone into the USB port and 
let’s get recording. Here’s how to use the Gyvazla Omnidirectional USB Microphone, which is a clip 
on microphone then you need to attach it to yourself. Ideally you want the microphone to be about 
15cm from your mouth and fasten it to your clothing using the clip. 
 
Your microphone should look like this.  
 

 
 
Tuck the wire up your top, not only does this look neater, but it also reduces the likelihood of the 
wire getting caught on something and potentially pulling the microphone off mid-take.  
  
We now need to make sure that the computer is using the microphone rather than the internal 
speaker. Here are the steps involved in making sure you have the correct inputs and outputs 
assigned for your recording:  
  
Go up the apple icon (top left-hand corner) and then click on ‘system preferences’ and select the 
‘sound’ icon. 
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We want to chance the audio input from internal microphone to the USB microphone that you have 
plugged into the computer.  So, select this from the list 
 

 
 
The “Output” should be Internal Speakers (or Headphones if they are plugged in) and the “Input” 
would be the USB Audio Device (i.e. the USB microphone). 
 
Recording Audio on Quick Time 
 
Fantastic now your audio should be up and working, so we just need to sort out the software. Your 
mac automatically comes with QuickTime Player so please open the application.  
 

  
 
Go to file and select, ‘New Audio Recording.’ 
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Click on the little arrow to the right of the record button to pull up the settings.  
 

  
 
Double check that for the “Microphone” you have selected the USB Microphone and not the 
internal microphone, please set the “Quality” to High (if you would like to know why we are using 
“High” as opposed to “Maximum” for our audio recordings, please the Tech Guru section towards 
the end of the guide). 
 

  
 
Please try to make sure that the levels are hitting roughly ¾ of the meter bar. This is to ensure that 
the recording is not too quiet and – conversely - not distorted. 
 
Whilst recording, the red ‘record’ button will turn into a ‘stop’ button. When you have finished your 
recording, press the ‘stop’ button. 
 

 
 
You’ve completed your audio recording? That’s brilliant now we need to export the files. This can 
be done by going to file and then export and selecting ‘Audio Only...’ 
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You can finish the recording by navigating to File>Export As>Audio Only and then rename the file 
accordingly to a suitable location.  
 
Great work!  
 
Here’s how to use the FiFine USB Condenser Microphone 
 
Firstly, plug the microphone into a USB port. You can adjust the angle of the microphone by 
loosening the screw on the stand. Ideally you want to diaphragm (circled in red) pointing towards 
your mouth. 
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Position the microphone about 30cm away your mouth, the volume knob is set to do with two 
thirds of maximum. You will have to adjust the volume knob depending on your personal set up. 
Ultimately, we are trying to achieve a signal that is as loud as possible without it clipping 
(distorting). 
 

 
 
Now we’ve got the hardware sorted let’s make sure your mac is using it! 
 
Firstly, go to ‘Finder’ and click on system preferences. Then select ‘sound’ from the visual icon.  
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Your Mac’s default is to use the internal microphone, so we need to change the ‘input’, so it selects 
the microphone you have just plugged in.  
 

 
 
Go to your Applications and select ‘QuickTime’. When inside the QuickTime app go to file ‘New 
Audio Recording’.  
 

 
 
This will bring up the main controls. Just to the right of the big red button is a little triangle. Click on 
the triangle and double check the audio device your Mac is using. It should look like this: 
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Make sure that for “Microphone” you have selected USB PnP Audio Device and please set the 
“Quality” to High 
 
When you are recording, audio try to ensure that the levels are not too high or too low. Please try 
to make sure that the levels are hitting roughly ¾ of the meter bar. 
 

 
 
Whilst recording, the red ‘record’ button will turn into a ‘stop’ button. When you have finished your 
recording, press the ‘stop’ button. 
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Fantastic! Now you just need to export your audio file. Go to File>Export As>Audio Only and then 
rename the file and save it to a suitable location. 
 
Good job! 
 

Sending the recordings to us 
 
You’ve made some recordings and have ended-up with some audio files that you’re ready to share 
with us, so that the post-production work can begin. 
 
File names 
If you haven’t already done so, the next step will be to rename the files. It needs to be clear to us 
where they’ll fit into the module, so we’d appreciate it if you could follow a convention that gives 
us some useful information at a glance.  
File naming conventions can vary between programmes, so please liaise with your Learning 
Designer here - They’ll provide you with the correct file name information to match your module’s 
production plan. 
 
File upload to Frame.io 
There are many ways to deliver your audio files to us, some of these are listed in section 5.3. While 
we’re happy enough to use any way that works, we do have a preference for using a web app called 
Frame.io.  
 
https://frame.io 
 
Frame.io is a web application that works in an internet browser. It is the platform that we use for 
reviewing and collaborating on media content across our online programmes. 
 
You’ll receive a link via email inviting you to collaborate on the Frame.io project space for your 
module. In that project space there’ll be a folder for your file uploads. In this example, that folder is 
called dsm040-SME-Uploads. 
 
(NB. The images below show the process using a Mac but using a PC shouldn’t look significantly 
different.) 
 
Here’s that folder, highlighted in list view. 
 

https://frame.io/


 

© University of London 2020   31 

 
 
Here it is again, this time highlighted in thumbnail view: 
 

 
 
There’s a button on the right side, near the top of the window to toggle between the two views. 
 
Double-click the SME-uploads folder and it will open: 
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Let’s say that in this example, these will be the first files to upload and that folder is empty.  
 
From here, there are two options to upload your files: One is to click on the Upload Files button, 
which allows you to browse and select the files to upload. 
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The other way to upload files is to simply drag and drop them from their location on your 
computer, onto the folder space. 
 

 
 
You’ll be able to see a percentage of progress with each file, while they upload:  
 

 
 
 
 



 

© University of London 2020   34 

Successfully uploaded audio files will look like this in List view: 
 

 
 
If there’s a problem, a failed upload notification will appear under the file name. You can delete this 
failure with the cross button on the right and try again: 
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Double-click on the file to open it in the Frame.io player. Audio playback looks like this: 
 

 
 
File upload alternatives 
 
Dropbox – This is a well-known, cloud-based storage system. You can sign-up for a free dropbox 
account and up to 2GB of free storage. It uses a system of folders and sub folders similar to your 
computer. So, you can simply create a folder upload your contents to it and share the folder with 
us. There is also a dropbox app which allows you to upload and share it from your mobile device. 
www.dropbox.com 
 
SharePoint – This is the Microsoft cloud-based storage system that UoLW uses. If you are part of 
the SharePoint ecosystem, then you can upload files and share them using this platform. 
 
WeTransfer - This is a bit like an email service, but you don’t need to open an account. You simply 
upload your files (up to 2GB) and put in your recipient’s email address and hit send. The recipient 
then clicks on a link and can download them. You can get a free WeTransfer app to make the 
transfer of files from your mobile device even easier. The WeTransfer link expires within 5 days so it 
may be worth alerting the recipient to the fact that you’re sending them files. 
 
Google Drive – If you are already part of the Google eco system then this might be a good way of 
sharing files. Google allows you 15GB of free storage and it also has its own apps so you can 
transfer from any device. 
 
  

www.dropbox.com
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Post Production 
Now it’s over to us - The Production Team will add some polish to your audio and get it ready for 
the platform. This might take its final form as an audio lecture, or the voice over for a video lecture. 
 
They’ll edit your audio, removing instances of ‘umms’, ‘errs’ and mistakes. They will also make 
some tweaks to the sound quality of the recording, improving clarity, enhancing speech and 
adjusting the volume.  
 
Edited versions will then be uploaded to Frame.io so that you and the publications team can review 
them. You will be able to share your feedback with us directly so that any relevant actions can be 
taken.  
 

Tech guru 
 
If you’re interested in a bit more technical detail, here’s some further information: 
 

 
 
Image 13 is a comparison between the QuickTime audio recording options “Maximum” (left) and 
“High” (right).  
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Kind:  
Highlighted in yellow are the two kinds of audio file that QuickTime Audio Recorder gives you. On 
the left we have AIFF-C and on the right we have MPEG-4 audio. It should be noted that both of 
these files have compression of some description.  
 
Sample Rate  and Duration: 
Highlighted in green is the sample rate and highlighted in red is the duration. You can see that both 
the “Maximum” and the “High” setting have exactly the same sample rate and exactly the same 
duration.  
 
File Size: 
Here we have the sizes of the files. As you can see, “Maximum” is significantly larger (7.9 MB) than 
High (455 KB). This is around 17 times bigger!  
 
For this reason, we should record with QuickTime’s “High” audio recording setting as opposed to 
maximum.   
 

Links 
 
University of Michigan’s guide to recording audio for lectures -  
https://docs.google.com/presentation/d/1VDGsXXQ5SoeLSBjDgyOXzuZbFnPLe5DXNPIBXmB39GY/e
dit#slide=id.p 
 
Recording Audio on a Mac - https://osxdaily.com/2014/04/03/record-sound-mac-easy-quicktime/ 
 
Recording on a PC - https://www.windowscentral.com/how-record-sound-using-voice-recorder-
app-windows-10#use_voice_recorder_windows10 
 
Guide to producing videos - https://case.edu/utech/departments/teaching-and-learning-
technologies/tlt-services/video-screencasting/video-and-screencasting-tools 
 
Voice Over Slides - https://www.youtube.com/watch?v=oCUwRqRBT6w&feature=youtu.be 
 
Screencasts - https://www.shu.ac.uk/digital-skills/study/screencasts 
 
Screen Recording on PowerPoint - https://www.youtube.com/watch?v=kQwGEY4IDi0 
 
Recording Video Featuring SME Remotely - https://www.youtube.com/watch?v=EqBV28GqM44 
 
How to Simulate In-Class Document Camera Tasks -  
https://docs.google.com/document/d/1p4qrMfcbVTkhT-5-O4kbB60R9izJdL-G0vYiHFXfwqY/edit 
 
Recording a Digital Whiteboard or Simulated Document Camera Video Remotely -  
https://www.youtube.com/watch?v=Pk7xmnpH1y4 
 

https://docs.google.com/presentation/d/1VDGsXXQ5SoeLSBjDgyOXzuZbFnPLe5DXNPIBXmB39GY/edit%23slide=id.p
https://docs.google.com/presentation/d/1VDGsXXQ5SoeLSBjDgyOXzuZbFnPLe5DXNPIBXmB39GY/edit%23slide=id.p
https://osxdaily.com/2014/04/03/record-sound-mac-easy-quicktime/
https://www.windowscentral.com/how-record-sound-using-voice-recorder-app-windows-10%23use_voice_recorder_windows10
https://www.windowscentral.com/how-record-sound-using-voice-recorder-app-windows-10%23use_voice_recorder_windows10
https://case.edu/utech/departments/teaching-and-learning-technologies/tlt-services/video-screencasting/video-and-screencasting-tools
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