
 

Recording and Uploading Audio Files in Brightspace 
 

1. To record audio or upload an audio file, click the Record drop-down button toward the bottom 
left of the assignment submission folder. Next, click Record Audio. 

 

 
 

2. Next, record audio by clicking the New Recording button. 
 

 



 

3. Once you have completed your recording, press Stop Recording. You may review your recording 
before submitting. Once you are ready to submit, press Add. The screen will prompt you to give 
your file a title and description. Enter your title and description, then press Add again. 

 

 
 

4. If you would prefer to upload your own audio file from another source (such as your mobile 
device) click Upload File, then Choose File to select the file you wish to upload. Be sure to add a 
title and description when prompted.  

 

 
 



 

5. Whether you recorded your file within Brightspace or with a different device, once it is 
uploaded, you will want to submit it by clicking the Submit button located underneath the 
“Comments” section. 

 

 
 


