
how to... upload to audioboo

1
To begin you’ll need to log in to the library’s AudioBoo account. You can find the pink “Log-In” but-
ton on the top right hand side of the homepage: http://www.audioboo.fm 

After adding your username and password you’ll be presented with the
home page. To see your Profile page, click on the My Profile tab at the top
of the screen.  If you’re ready to add a new recording simply click on the 
green “New Recording / File Upload” button, when you do you’ll get a grey 
pop up box.

This box allows you to select if you want to record straight into your computer using a micro   
phone, or if you want to upload an audio file directly from your computer.

• If you select to record from a microphone, you’ll be taken to a recording screen. Simply fol  
 low the instructions on screen to record your audio.

• If you select to upload audio, you’ll be asked to select the file on your 
 computer to upload.

When you’ve recorded or selected your file, click next to add a title. Try to 
keep your title simple, clear and short, for instance; “Portsmouth Librarian 
Discusses Her Time at the Library”.  (Note- this is your only opportunity to 
add a description to your file.)

You’re also encouraged to add “tags”. Tags are keywords that allow people and search engines to 
find your audio easily.  The keywords you choose should be relevant to the content of the audio; 
use things like the name of the project, the people involved, the location the audio was recorded, 
the library’s name. Always use the My Voice project tag – #MyVoiceUK

Using the tabs on the left, you can also add an image to your audio.  A picture of your interviewee 
or the location the recording was made is normally a good idea, check you have permission to use 
somebody’s picture (have they signed a consent form?).  #Toptip - your picture will be displayed as 
a square thumbnail: if time use Picnik to crop your picture (300x300 is normally a good idea) - see 
“Editing images using Picnik” handout for more information.

You can also add a location reference of your recording on a map. Doing this allows other users 
who have an interest in particular areas to listen to audio that was recorded there. Either zoom into 
the desired location, or use the search box (adding town name or postcode), to pinpoint your map 
placement.

When you have uploaded an image and located your audio on the map, 
click “Publish”. AudioBoo will now save your uploaded audio file. Note that, 
depending on the size of the file, this can take several minutes.

Once it has saved, you can find the uploaded audio on your profile page.
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