
Create Podcasts and Recordings 
with your PC 

Built-in microphone and voice recorder 

The easiest way to create audio files with your PC is to use the built-in microphone of 

your computer and the voice recorder program pre-installed with Windows 10 Education.  

The voice recorder can be found via the search bar or via the program bar (click the 

Windows icon in the lower left corner).  

Preparation of the Recording 

Before recording, please note the following:  

▪ Create a script with the text you want to speak. There are a variety of teleprompter apps 

that can make it easier for you to speak. They play the script at the desired tempo, 

enabling you to perfectly record your text. 

▪ Selects a room with little noise. Close the doors and windows. 

▪ Do a sound check by running a test recording. Listen to the result and try to fix possible 

disturbances. 

▪ Get close to the microphone and speak clearly. 

▪ Beware: Possible noise and filler words during the recording such as "Ums" or noise 

cannot be removed later with a voice recorder. It is purely designed for recording 

purposes and not for any editing. You can only shorten the beginning and the end. 

Functions of the Voice Recorder 

The screenshot below shows a small overview of all functions of the speech recorder. 



Source: https://support.microsoft.com/en-us/help/4028308/windows-10-how-to-use-voice-
recorder  

Recording with the Voice Recorder 

The voice recorder is a rather minimalist program for recording via the computer's own 
microphone. When first opened, there is only one option: click on the record button (1). 
Clicking it again stops the recording. Below this you will find an option to set a marker (3) 
and to pause recording. 

The recording is automatically saved as an MP4 file in a folder called “Recordings.” The 
recordings are given a usually unfavourable title like "Recording in progress," but can be 
renamed.  
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