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Registering for a new account 
If you are new to VoiceThread, register for a new free account by following these steps: 

1. Go to http://voicethread.com. 
2. Click “Register” in the top-right corner of the page. 
3. Fill out and submit the short form. 
4. Check your email for the confirmation message, and click on the verification link in this 

message. 

Basic sign in 

1. Go to http://voicethread.com. 
2. Click “Sign in” at the top-right corner of the page. 
3. Enter your email address and password. 

 

If you don’t remember your password, click on the “Need Password?” link on the sign-in page. 

Locating a VoiceThread 
When you open your VT Home page, you’ll see all of your content by default. You can then narrow 
your view by clicking on the menu in the top-left corner and clicking on a specific filter. This shows 
you only the VoiceThreads that belong in the filter you’ve selected. 

After you have selected a filter, you can then sort the VoiceThreads that appear on the page by 
selecting a sorting option from the same menu. 

 

 

 

 

https://voicethread.com/howto/products-available-2/
http://voicethread.com/
http://voicethread.com/
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You can also search within the selected filter by using the search bar at the top of the page. Once 
you’ve found the VoiceThread you wish to view, just click on it to open it. 

 

Getting around in a VoiceThread 
From an open VoiceThread, you can listen to comments, record comments of your own, and even 
access the settings for that VoiceThread. 

 

1. Click on a person’s Identity image to listen to that person’s comment 
2. Click the play button to begin playing the VoiceThread.  All comments on this slide will play in 

order. 
3. Use the timeline to scrub through the various comments on this slide. Hover over a specific 

segment of timeline to see more information about the corresponding comment. 
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4. Record a new comment. 
5. See the full duration of this slide and where you are within it. 
6. Use the arrows to view other slides. 
7. Use the postcard viewer to see all slides in this VoiceThread at once. 
8. Zoom in or out. 
9. Click the menu icon to access more information and settings for this VoiceThread. 
10. See the title of this slide. 
11. See which Identity you’re currently using and click on it to select a different one. 
12. Turn on closed captioning for this slide if it is a video and if captions have been added. 
13. View the VoiceThread in fullscreen mode. 
14. Close the VoiceThread. 
15. If the author has added a link, the title will be underlined, and you can click on it to be taken to 

that link in a new browser tab. 

Click here to learn about keyboard shortcuts. 

Listening to and viewing comments 
When you first open a VoiceThread, it will begin playing by default unless the person who created it 
chose not to allow this.  You can play and pause the VoiceThread at any time by using the 
play/pause button in the bottom-left corner. All comments play back in order. 

You can drag the scrubber ball along the timeline at the bottom of the VoiceThread to move forward 
and backward more quickly. Each comment is represented by a different segment of timeline. 

 

To jump to a specific comment, click on the commenter’s Identity image on the left side of the page 
or click on the segment of timeline that represents the comment. 

You can also move the comment bubble around on the screen so that it plays in the location that is 
most convenient for viewing the slide. Click and drag the comment bubble by the bar at the top, and 
let go when you’ve moved it to the desired location. 

Finally, you can make the comment bubble larger or smaller by dragging the bottom-right corner. 
This allows you to see more text at once when viewing text comments, and it allows you to enlarge 
the video if you’re viewing a video comment. 

 

https://voicethread.com/howto/closed-captioning/
https://voicethread.com/howto/keyboard-shortcuts/
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Finding new comments 

Using the Activity Feed 
At the top of your VT Home page, there is a number to the left of your email address in the top-right 
corner. This tells you how many new comments there are on your VoiceThreads. Click on this 
number to see a list of all recent comments, and select any one of them to view it. 

 

You can also click “See all” at the bottom of that list of comments to open the Activity Feed, which 
allows you to see all recent comments organized by the VoiceThreads on which they appear. 

 

 

On-screen notifications 
Locating new comments on a VoiceThread is as simple as following the yellow new-comment 
notifications. From the VT Home page, you’ll see a yellow speech bubble icon next to any 
VoiceThread that contains new comments. 

 

When you open the VoiceThread, any new comments will be underlined in yellow on the 
VoiceThread timeline, and the commenter’s Identity image will be outlined in yellow. Click on that 
comment to play it.  As soon as you view or listen to it, the new-comment notification will disappear. 
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Email notifications 
You might receive the Daily Digest, instant email notifications, or both. These detail new comments 
recorded on your VoiceThreads, and you can click on the comments listed in those emails to view 
them. 

Searching for comments on your VoiceThread 
If you are the owner or editor of a VoiceThread and you have a Pro or Pro Educator account, you 
can search for individual commenters on that VoiceThread. 

 

1. Open your VoiceThread. 
2. Click on the magnifying glass at the bottom of your VoiceThread. 
3. Search for a specific commenter and click on the name of the person whose comments you 

want to view. 
Tip: If you check the box for “Show related comments”, you’ll see any threaded comments 
related to those made by the selected person. 

https://voicethread.com/howto/daily-digest-2/
https://voicethread.com/howto/instant-email-notifications-2/
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The conversation channel on the left will show you only the comments made by that one 
person.  You can also flip through the slides in the VoiceThread to find all the other comments made 
by that person on the other slides in this VoiceThread. 

Once you’re ready to see all comments again, just click on the yellow “Clear Filter” button at the 
bottom of the page. 

Duration of a VoiceThread 
Always see how long a VoiceThread is and where you currently are within it. 

Length of a comment 

Hover your mouse over the timeline at the bottom of the VoiceThread to see who made the 
comment and how long it is.  You can even see where you are within the comment. 

 

 

Length of a slide 

The duration of the current slide is displayed to the right of the comment timeline at the bottom of the 
VoiceThread. 



12 |  H o w  t o  U s e  V o i c e T h r e a d
 

 

 

Length of an entire VoiceThread 
To see the approximate length of an entire VoiceThread, click on the menu icon in the top-left corner 
and select “VoiceThread Details”. 
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Zooming 
To zoom into a slide, use the + and – icons on the right side of the screen.  You can zoom while 
simply viewing a VoiceThread slide or while recording a comment of your own. Once you’ve zoomed 
in, just click and drag your mouse on the screen to see all parts of the slide. 

 

 

Full-screen mode 
A VoiceThread will fill your browser window when it first opens, but if you’d like to view it in true full-
screen mode, click on the full-screen icon in the top-right corner of the page.  Click on the same icon 
or press “esc” on your keyboard to exit full-screen mode. 

 

Subscribing to a VoiceThread 
If you view a VoiceThread that you’d like to bookmark and follow, subscribe to it using the 
VoiceThread menu in the top-left corner. When you subscribe, the VoiceThread will appear on your 
VT Home page, and it will be included in any new-comment notifications you receive. 
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Finding more information about a VoiceThread 
To see more information about a VoiceThread, click on the menu icon it the top-left corner and 
select “VoiceThread Details”.  This will open a window that shows you the full title of the 
VoiceThread, the author’s name, the description, and the number of views and comments. 

 

Downloading original slides 
If you own a VoiceThread or the creator of the VoiceThread has allowed it, you can download the 
original media that was uploaded to the slide.  This won’t include any comments, but it will give you 
the original file that was uploaded.  To do this, just right-click anywhere on the slide and select 
“Download original media” from the menu. 

 

Click here to learn more about how to allow others to download your original media. 

Note: If the file you downloaded does not include a file extension, you will need to add it by 
hand.  For example, if you are downloading a PDF slide, you may need to manually add “.pdf” on the 
end of the file name before you will be able to open it. 

https://voicethread.com/howto/what-does-each-playback-setting-mean/
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Creating a new VoiceThread 
You can begin creating a new VoiceThread from any VoiceThread page by clicking on the “Create” 
button at the top. 

 

If you are accessing VoiceThread through your Learning Management System, you can also create 
a VoiceThread by clicking the blue “Create” button in a graded assignment or clicking the “Create” 
button in the bottom-right corner of the Course View. 

Click here to see a quick overview of creating a VoiceThread 

Uploading files from your computer 

From the Create Page 
There are two ways to add files from your computer to a VoiceThread. 

1. Drag your files from your computer and drop them onto the Create page. Those files will upload 
and process automatically. 

2. Click on “Add Media”, and then select “My Computer” and choose your files. 

 

The files will upload and process, and as soon as they are ready, you’ll see them as thumbnails on 
the Create page. 

 

  

https://voicethread.com/myvoice/#thread/5942721/40601159
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From an open VoiceThread 

1. Click on the postcard icon at the bottom of the page. 

 

 

2. Click on the “+” button. 

 

 

  

3. Click on the file upload button on the right. 

 

 

The file will process, and as soon as that is complete, you’ll see the slide on the page. 

For more about file types accepted, click here. 

 

https://voicethread.com/howto/file-types-accepted/
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Importing media from other VoiceThreads 
If you’ve already created slides in another VoiceThread that you’d like to re-use: 

1. Click on the “Add Media” button. 
2. Select “Media Sources” from the menu. 
3. Click “My VoiceThreads”. 
4. Browse through your existing VoiceThreads to find the slides you’d like to import. 

Note that any comments recorded on those slides will not be imported; only the central media can be 
re-used. 

Importing media from another website 
Images and videos can be imported from other websites as long as you have the URL that points 
directly to that piece of media.  These URLs usually end in a file extension like .jpg or .mp4. 

1. Click on the “Add Media” button. 
2. Select “URL” from the menu. 
3. Enter your URL into the pop-up window. 

 

When the media has fully imported, you’ll see the slides appear as thumbnails on the Create page. 

New! YouTube links are accepted!  Note that some videos (for example, official music videos) have 
specific licensing and cannot be pulled into VoiceThread. 

Note: If you enter the URL for a full website instead of a media file, VoiceThread will pull the largest 
media file from that site.  The full website will not be imported. 

Importing media from other services 
Media can be imported directly from Flickr, the Khan Academy, and the New York Public Library. 
You can also import directly from other VoiceThreads you’ve created or that have been shared with 
you. Images and videos from external services are Creative Commons licensed and can be used by 
any VoiceThread member. To access these libraries: 

1. Create or edit a VoiceThread. 
2. Click on the “Add Media” button. 
3. Select “Media Sources” from the menu. 
4. Click on the source from which you’d like to import media. 
5. Browse through or search these libraries to find the media you’d like to import. 
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Using your webcam to create a slide 

From the Create Page 
The webcam option allows you to take a still photograph of yourself or to record a video directly onto 
the slide. 

1. Click the “Add Media” button. 
2. Select “Webcam Photo” or “Webcam Video” from the menu. 
3. Click the button to take your picture or begin recording your video after the countdown. 
4. For a video, click “Save” after you review what you’ve recorded. 

From an open VoiceThread 

1. Click on the postcard icon at the bottom of the VoiceThread. 
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2. Click on the “+” button. 

 

  

3. Click on the webcam button. 

 

  

4. Record your video, and click “Stop recording” when you’re done. 
5. Click “Save” to save your recording. 

Using your microphone to create an audio slide 
Note: You must have already created a VoiceThread with at least one slide in order to add an audio 
slide. 

1. Open the VoiceThread. 
2. Click on the postcard icon at the bottom of the VoiceThread. 
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3. Click on the “+” button. 

 
4. Click on the microphone icon. 

 
5. Record your audio, and then click “Stop recording” when you’re done. 
6. Click “Save” to save your recording. 

Number of slides a VoiceThread can contain 
With an upgraded VoiceThread account, you can add up to 500 slides to any one VoiceThread.  This 
includes all types of slides, from videos to documents to images. 

If you have a free VoiceThread account, you are able to add up to 50 slides to a single VoiceThread. 

Adding a title, description, and tags 
After you have added at least one slide to your VoiceThread, you will be able to give the 
VoiceThread a title, description, and tags.  Click on the link that says “Add a title and description” just 
below the Add Media button to do this. 

 

 Title: A title is required. 
 Description: A description is optional. This is a good place to describe your VoiceThread in 

more detail or display the expectations for others to participate. 
 Tags: Tags are optional. They allow you to search for the VoiceThread by certain keywords on 

your VT Home page. Tags are not visible on the VoiceThread itself. 
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Click “Save” when you are done. 

Saving your work 
All slides that you upload to your VoiceThread are saved automatically. When you return to your VT 
Home page, you’ll see the VoiceThread you just created. 

Editing an existing VoiceThread 
You can edit any VoiceThread that belongs to you or to which you have been given editing 
rights.  Add more slides, remove others, and change the settings for a VoiceThread at any time.  All 
of those edits are immediately visible to anyone who has access to the VoiceThread. To access the 
Edit area from the VT Home page: 

1. Hover your mouse over the VoiceThread you wish to edit. 
2. Click on the edit button. 
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If your VoiceThread is already open: 

1. Click on the menu icon in the top-left corner. 
2. Select “Edit”. 

 

 

Adding cover art 
By default, the first slide in your VoiceThread will be used as the thumbnail on your VT Home 
page.  If you don’t want your first slide used as the thumbnail, you can upload a cover of your own to 
be used instead. 

1. Go to the Edit page. 
2. Click on the button to “Create cover art” at the top of the page. 

 
3. Click “Upload cover art”. 
4. Browse for and select the image file you want to use. 

Note: This image should be widescreen (16:9) 
5. Save. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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Changing the order of slides 

From the Edit Page 
Each slide in your VoiceThread appears as a thumbnail on the Edit page. To change their order, just 
click and drag each slide to its desired location. The change will save automatically. 

 

  

  

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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From an open VoiceThread 

1. Click on the postcard view at the bottom of the VoiceThread. 

 

  

2. Drag any slide to a new position amongst the others.
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Titling a slide 
Individual slides can have titles of their own. These titles appear at the top of the VoiceThread when 
it plays. 

From the Edit Page 

1. Go to the Edit page. 
2. Click on the slide you want to title. 
3. Click on the pencil icon in the bottom-left corner of that slide thumbnail. 
4. Enter your title. 
5. Save. 

 

Note: You can also add a hyperlink to your title so that your viewers can click on it to be taken to an 
external webpage. Enter a URL in the “Links to” field to do this. 

 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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From an open VoiceThread 

1. Click on the postcard icon at the bottom of the VoiceThread. 
2. Drag a slide onto the “Edit” button on the left, and drop it. 
3. Enter a title in the “Title” field. 
4. Save. 

 

Rotating a slide 

From the Edit Page 
To rotate an individual slide in your VoiceThread: 

1. Go to the Edit page. 
2. Click on the slide you want to title. 
3. Click on the pencil icon in the bottom-left corner of that slide thumbnail. 

 

 

 

 

 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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4. Click on the rotate icons in the top corners of the preview image. 
5. Save. 

 

  

From an open VoiceThread 

1. Click on the postcard icon at the bottom of the page. 
2. Drag a slide over to the “Edit” button on the left side of the page. 
3. Click on the arrows in the top-right and -left corners of the image. 
4. Save. 

Putting an active link on a slide 

From the Edit Page 

1. Go to the Edit page. 
2. Click on the slide to which you want to add a link. 
3. Click on the pencil icon in the bottom-left corner of the slide thumbnail. 

 
4. Enter the URL into the “Links to” field. 

Note: You need to also add a title to the slide. 
5. Save. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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From an open VoiceThread 

1. Click on the postcard icon at the bottom of the VoiceThread. 
2. Drag a slide to the “Edit” button on the left side of the page, and drop it. 
3. Enter a URL in the “Link to” field. 
4. Save. 
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When people view your VoiceThread, the title will appear at the top of the slide.  If people want to 
access the link you have entered, they will need to click on the link button on the right-hand side of 
the slide. 

 

Replacing a slide 
To replace the central media of a slide while preserving the comments that have already been 
recorded: 

1. Go to the Edit page. 
2. Click on the slide you want to replace. 
3. Click on the pencil icon in the bottom-left corner of the slide thumbnail. 

 
4. Click the “Replace Media” link. 
5. Select the media that you’d like to upload in place of the existing slide. 
6. Save. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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Note: Only image files can be rotated. If you have uploaded a media type that cannot be rotated, you 
will not see this option. 
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Deleting a slide 

From the Edit page: 

1. Click on the slide you wish to delete. 
2. Click on the trash can icon in the bottom-right corner. 
3. Confirm that you want to delete the slide. 

 

  

From an open VoiceThread 

1. Click on the postcard icon at the bottom of the VoiceThread. 
2. Drag a slide to the “Delete” button on the left side of the page, and drop it. 
3. Confirm by clicking “Delete”. 

Note: When you delete a slide, you also delete any comments recorded on it. If you want to preserve 
the comments, you’ll need to replace the slide instead. 

Copying a VoiceThread 
Copying a VoiceThread allows you to re-use existing VoiceThread content without having to recreate 
it. 

To copy a VoiceThread you own or can edit: 

1. Go to the Edit page for that VoiceThread. 
2. Click on the “Options” menu on the right side of the page. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
https://voicethread.com/howto/replacing-a-slide/
https://voicethread.com/howto/editing-an-existing-voicethread-2/
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3. Select “Make a Copy” from the menu. 

 
4. Give the copy a unique title and description if you’d like. 
5. Use the drop menu to select whether you’d like to keep all comments from the original, only 

your own comments, or none of them. 
6. Click “Copy” to make a copy and remain on the edit page for the original.  Click “Copy and 

open” to copy and go directly to the edit page for that new VoiceThread. 

 

To make a copy from inside a VoiceThread: 

1. Open the VoiceThread. 
2. Click on the menu icon in the top-left corner. 
3. Select “make a copy” from the menu. 

 
4. Give the copy a unique title and description if you’d like. 
5. Use the drop menu to select whether you’d like to keep all comments from the original, only 

your own comments, or none of them. 
6. Click “Copy” to make a copy and remain on the edit page for the original.  Click “Copy and 

open” to copy and go directly to the edit page for that new VoiceThread. 

  

 

https://voicethread.com/blog/wp/app/uploads/2015/10/Copy.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Copy.png
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To copy a VoiceThread from the VT Home page: 

1. Go to the VT Home page. 
2. Hover your mouse over the VoiceThread you wish to copy. 
3. Click the copy button. 

 
4. Give the copy a unique title and description if you’d like. 
5. Use the drop menu to select whether you’d like to keep all comments from the original, only 

your own comments, or none of them. 
6. Click “Copy” to make a copy and remain on the edit page for the original.  Click “Copy and 

open” to copy and go directly to the edit page for that new VoiceThread. 

 

 

Copying VoiceThreads in Bulk 
Copying multiple VoiceThreads at once lets you quickly re-use an entire collection of content.  To do 
this: 

https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.39.08-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.39.08-PM.png
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1. Go to your VT Home page. 
2. Select multiple VoiceThreads by checking the box next to them in the list view or in the top-left 

corner of the thumbnail in the large thumbnail view. 
3. Click on the “Copy” button at the top of the screen. 

 
4. Give your copies new titles if you’d like. 
5. Use the drop menu to select whether you’d like to keep all comments from the original, only 

your own comments, or none of them. 
6. Click “Copy”. 
7. Wait for the pop-up message indicating that the copies were made successfully. 

 

Click here to learn more about allowing others to copy a VoiceThread you have created. 

 

Copying and sharing 

1. Click and drag a VoiceThread or collection of VoiceThreads toward the left side of the VT 
Home page. Your Groups menu will pop open if it’s not already open. 

2. Drop the VoiceThread onto the Group with which you’d like to share it. 

 

https://voicethread.com/howto/changing-your-voicethread-settings/
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.34.29-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.37.26-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.34.29-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.37.26-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.34.29-PM.png
https://voicethread.com/blog/wp/app/uploads/2015/10/Screen-Shot-2015-11-23-at-6.37.26-PM.png
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3. Review to make sure that the correct Group is selected in the drop menu, decide whether you 
want to share the original VoiceThread or share a unique copy of it, and select the button to 
give this group viewing access, commenting access, or editing access for your VoiceThread.

 
4. If you are sharing a copy, make sure to give your new copy a name and decide which 

comments you want to keep. 

 
5. Click “Share”. 

 

 

 

http://voicethread.com/blog/app/uploads/2015/10/Screen-Shot-2015-12-31-at-8.21.56-AM.png
http://voicethread.com/blog/app/uploads/2015/10/Screen-Shot-2015-12-31-at-8.21.56-AM.png
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Deleting a VoiceThread 

From the Edit page: 

1. Click on the Options menu in the top-right corner. 
2. Select “Delete this VoiceThread”. 
3. Confirm your deletion. 

 

From the VT Home page: 

1. Go to the VT Home page. 
2. Hover your mouse over the VoiceThread you wish to delete. 
3. Click on the trash can button in the bottom-right corner of that overview. 

 
4. Confirm your deletion. 

Dragging to the trash 

1. Go to the VT Home page. 
2. Click and drag your VoiceThread onto the trash can at the bottom-left corner of the page. 
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To delete multiple VoiceThreads at once: 

1. Go to the VT Home page. 
2. Check the box in the top-left corner of each VoiceThread you wish to delete to select it. 
3. Click on the trash can button at the top of the page. 
4. Confirm your deletion. 

 

Note: You can retrieve a recently deleted VoiceThread from the Trash.  Learn more here. 

Allowing someone else to edit your VoiceThread 
If you have an upgraded VoiceThread account, you can allow someone else to edit what you create. 
That person will be able to add slides, remove slides, or even delete your VoiceThread, so it’s 
important to make sure you trust this person with your work.  For more about giving this level of 
access, please click here. 

Retrieving a Deleted VoiceThread from the Trash 
If a VoiceThread that you created has been deleted and you want to get it back, you can find it in 
your Trash Folder. Even if someone else deleted your VoiceThread, only you can restore it. Just go 
to the trash icon in the bottom-left corner of your VT Home Page. 

https://voicethread.com/howto/retrieving-a-deleted-voicethread/
https://voicethread.com/howto/sharing-with-an-individual/
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This will open the list of VoiceThreads that you own and that have been deleted. 

 

  

Just check the box next to any VoiceThread you want to restore, and then click the blue “Restore” 
button at the top of the page. 

Note: If you check a VoiceThread and click “Delete”, this will permanently delete the VoiceThread. It 
cannot be restored. 

Changing your VoiceThread settings 
The settings for a VoiceThread can be changed at any time. You can alter the settings for 
VoiceThreads you own or can edit. 

1. Go to the Edit page for the VoiceThread. 
2. Click on the “Options” menu in the top-right corner. 
3. Select “Playback Settings” from the menu. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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4. Make your adjustments. 
5. Click “Update”. 

 

Learn more about what each playback setting means. 

What does each playback setting mean? 

 

Enable threaded commenting 
Turns on the ability for your participants to start threaded conversations. You can only use this 
feature if you have an upgraded VoiceThread account. Learn more here. 

Allow others to download original media 

This option allows viewers of your VoiceThread to download your original slides to their computers 
by right-clicking on the slide and selecting “Download Original Media”. Comments will not be 

https://voicethread.com/howto/what-does-each-playback-setting-mean/
https://voicethread.com/howto/threaded-commenting/
http://voicethread.com/products/
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included. You can only use this feature if you have an upgraded VoiceThread account. Learn more 
here. 

Allow others to export 
This option allows others to export your VoiceThread. Click here for more information about 
exporting. This feature is enabled by default. 

 

Start playing when opened 
Enabling this option means that the comments on your VoiceThread will begin playing automatically 
when people first open it. 

 

Allow others to make a copy 
This option allows you to determine whether others can make a copy of the VoiceThread. This 
feature is disabled by default. Click here for more about how to make a copy. 

You can only use this feature if you have an upgraded VoiceThread account. Learn more here. 

 

Enable Comment Moderation 
Turn on Comment Moderation, which allows you to preview all comments on your VoiceThread 
before revealing them to others. Click here for more information. 

You can only use this feature if you have an upgraded VoiceThread account. Learn more here. 

  

Wait X seconds before advancing 
X = the number of seconds after all the comments on a slide have played before the VoiceThread 
automatically goes to the next slide. The default is 4 seconds, but you can change it to anything you 
would like. If you want your viewers to linger in order to encourage commenting on a slide, you’ll 
want to make it longer, but if you want your VoiceThread to play back like you’re giving a 
presentation, you probably want to set X to 0 seconds. 

 

Automatically advance to the next page 
When the VoiceThread is in play mode, it will play through all of the comments on a slide and then 
pause until the viewer manually advances to the next slide. If you want the slides to advance 
automatically instead, enable this option. 

Don’t allow commenters to delete their own comments 
This option means that anyone who records a comment on your VoiceThread will be unable to 
delete it once it is saved.  This is a powerful tool for assessment because your commenters will not 
be able to “retry” after they’ve recorded.  Click here for more information. 

http://voicethread.com/products/
http://voicethread.com/products/
https://voicethread.com/howto/overview-of-exports/
https://voicethread.com/howto/copying-a-voicethread/
http://voicethread.com/products/
https://voicethread.com/howto/using-comment-moderation/
http://voicethread.com/products/
https://voicethread.com/howto/preventing-commenters-from-deleting-their-own-comments/
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Allowed Comment Methods 
By default all types of comments are possible for every VoiceThread.  To disallow some types of 
comments, uncheck the boxes for each one.  Learn more here. 

How to comment 
Begin by opening the VoiceThread and navigating to the slide on which you’d like to record a 
comment.  At the bottom of that slide, you’ll see a “+” icon. Click on this to see all of the commenting 
options. 

 

 Audio from a microphone 
 Text 
 Video from a webcam 
 Audio from a telephone 
 Audio or video from a pre-recorded file 
 Replying to another comment 

Audio from a microphone 

1. Click on the microphone button. 
2. Click “Allow” on the Flash permissions box if prompted. 
3. After the countdown is complete, begin recording your comment. 
4. Click the red flashing light at the bottom of the screen to stop recording. 
5. The comment will begin playing. Click “Save” to save it or “Discard” to cancel and try again. 

 

 

https://voicethread.com/howto/selecting-the-types-of-commenting-available/
https://voicethread.com/howto/how-to-comment/#mic
https://voicethread.com/howto/how-to-comment/#text
https://voicethread.com/howto/how-to-comment/#webcam
https://voicethread.com/howto/how-to-comment/#phone
https://voicethread.com/howto/how-to-comment/#file
https://voicethread.com/howto/how-to-comment/#reply
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Text 

1. Click on the “ABC” button. 
2. Type your text comment. 
3. Click “Save”. 

Note: You can enter URL in a text comment, and it will be hyperlinked automatically. 

 

 

Video from a webcam 

1. Click on the camera icon. 
2. Click “Allow” on the Flash permissions box if prompted. 
3. After the countdown is complete, begin recording your comment. 
4. Click the red flashing light at the bottom of the screen to stop recording. 
5. The comment will begin playing. Click “Save” to save it or “Discard” to cancel and try again. 

 

 

Audio from a telephone 

1. Click on the telephone icon. 
2. Enter your 10-digit phone number (US and Canada only). 
3. Click “Call Me”. 
4. When your phone rings, pick it up, and record your comment when prompted. 
5. Hang up to save. 
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Audio or video from a pre-recorded file 

1. Click on the upload icon. 
2. Browse for the video or audio file you wish to upload, and select it. 
3. Wait for the file to finish processing. You’ll know it’s done because the spinning wheel over your 

Identity image on the left will disappear. 

 

 

Replying to another comment 
There are three ways you can reply to a comment on a VoiceThread: 

 Direct Reply (only available to the creator or editor of a VoiceThread) 
 Threaded Reply 
 Private Reply 

Click here for an overview on how to comment 

Multi-slide (M/5) comments 
An M/5 comment allows you to narrate an entire collection of media in one unbroken comment. 

To make an M/5 comment, record either a microphone or webcam comment. As you’re speaking, 
you can navigate to other slides in your VoiceThread using the arrows in the bottom-right corner. All 

https://voicethread.com/howto/direct-reply-to-a-comment/
https://voicethread.com/howto/threaded-commenting/
https://voicethread.com/howto/private-reply-to-a-comment/
https://voicethread.com/myvoice/#thread/6715336/40601125
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movements between slides are recorded as part of your comment, so when people listen to your 
comment, they’ll see on their screens the slides that you saw as you were recording. 

 

When the comment finishes playing, viewers are taken back to the slide on which you started 
recording, and the VoiceThread will continue playing through subsequent comments and slides. 

Selecting the types of commenting available 
If you are the person who created a VoiceThread or you have editing rights for it, you can opt to 
disallow specific types of comments on that VoiceThread.  By default all types of comments are 
possible. 

To change these settings: 

1. Go to the Edit page for your VoiceThread. 
2. Click on the “Options” button in the top-right corner. 
3. Select “Playback Settings”. 
4. Uncheck the boxes for any type of comment you want to disallow. 

 

  

https://voicethread.com/howto/how-to-comment/
https://voicethread.com/howto/editing-an-existing-voicethread-2/
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When anyone tries to comment on that VoiceThread, they will only see the commenting options you 
have allowed.  The rest will not appear as options at all. 

 

Changing the order of comments 
You can change the order of the comments on a slide in any VoiceThread that you own or can edit. 
Just find the Identity image for that comment on the left side of the VoiceThread, and drag it to its 
new location among the others. The new position will be saved automatically. 
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Number of comments per slide 
There is no limit to the number of comments a slide can contain. You can record as many comments 
as you’d like, and you can invite as many people as you’d like to comment. Each comment 
belongs to a separate Identity image on the left side of the page, and the conversation scrolls 
indefinitely. 

Time and size limits for comments 
Microphone: 60 minutes per comment 

Text: No limit 

Webcam: 60 minutes per comment 

Phone: 10 minutes per comment 

Audio and Video file upload: 100 MB per file 

Downloading a comment 
You can download any comment on a VoiceThread you own, and you can download any comment 
that you have recorded. This can be valuable for archiving specific comments, uploading a comment 
to a different VoiceThread slide, or sending a single comment to a closed-captioning service. 

1. Start playing the comment you want to download. 
2. Click the small arrow next to the commenter’s name. A smaller box will open above the 

comment bubble. 
3. Click “Download comment”. 

 

Preventing commenters from deleting their own comments 
In some cases, you may not want your commenters to be able to delete their comments once they 
have recorded.  This is especially valuable for assessment when you don’t want others to be able to 
try to record a comment more than once.  To turn on this option: 

1. Go to the Edit page for the VoiceThread. 
2. Click on the “Options” menu in the top-right corner. 

https://voicethread.com/howto/editing-an-existing-voicethread-2/
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3. Select “Playback Settings” from the menu. 
4. Check the box that says “Don’t allow commenters to delete their own comments”. 
5. Click “Save”. 

When your commenters first begin recording, they will be warned that they won’t be able to delete 
their comment after they have saved.  When they play their comment back, the icon for deleting the 
comment will not appear. 

If you disable this setting for your VoiceThread after comments have been recorded, the 
commenters will then be able to delete them. 

Note: Anyone who has editing access to your VoiceThread will still be able to delete comments, 
including their own. 

How to Doodle 
Click here for an overview on doodling 

All Doodles are part of an audio or video comment.  This feature will automatically appear as soon 
as you begin recording a comment with your microphone or webcam. 

1. Begin recording your comment. 
2. Click on the pencil icon next to the stop recording button at the bottom of the VoiceThread. 
3. Select the color you’d like to use. 
4. Use your mouse to click and drag on the screen to annotate. 

 

Preventing a Doodle from fading 
By default, all Doodles will fade over time. If you want that Doodle to remain on screen for the full 
duration of your comment, however, just follow these steps: 

1. Begin recording your comment. 
2. Click on the pencil icon next to the stop recording button at the bottom of the VoiceThread. 
3. Click on the button that says “Fade”. 
4. Continue Doodling. 

 

https://voicethread.com/myvoice/#thread/6442340/40601420
https://voicethread.com/howto/how-to-comment/
https://voicethread.com/howto/how-to-comment/
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Doodling on a video 
You can Doodle on a video just as you would Doodle on a static image or document. When you are 
commenting on a video, however, you have the added ability to navigate through the video as you 
comment. This allows you to navigate directly to a specific point of the video. The frame that you see 
on your screen when you record is what others will see when they view your comment. 

See the Doodling tutorial video for a step-by-step illustration. 

Deleting a Doodle 
All Doodles are recorded as part of your comment. In order to delete a Doodle, you’d also have 
to comment that contains it. Please keep in mind that all deletions of comments are final, so be sure 
to delete with caution. 

Overview of sharing 
 

Click to see overview of sharing 

Any VoiceThread that you create is private by default. You can then decide who gets to see it and 
what level of permission they have. You can allow others to view, comment on, or edit your 
VoiceThreads. These permissions can be granted to specific individuals or to groups of people. You 
can also revoke sharing permissions at any time so that others can no longer access a shared 
VoiceThread. 

Note: If you are using a free VoiceThread account, the only way to share is via a share link. 

Getting a share link 
A VoiceThread share link will take you directly to a specific VoiceThread. It will also open the 
VoiceThread in the iOS Mobile App if it is tapped on an Apple mobile device. To obtain the share link 
for a VoiceThread, start by navigating to the sharing area. 

On the Secure tab 

1. Click “Get a Link” at the bottom of the window. 
2. Check the boxes to allow anyone to view and comment if you’d like anyone to be able to 

access this VoiceThread. Learn more here. 
3. Highlight the share link and copy it to your computer’s clipboard so that you can paste it into the 

desired location. 
4. Click “Done”. 

https://voicethread.com/share/7066848/
https://voicethread.com/myvoice/#thread/5954560/40601870
https://voicethread.com/howto/getting-a-share-link-2/
https://voicethread.com/howto/accessing-the-sharing-area/
https://voicethread.com/howto/publishing-a-voicethread/
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Note: If you are using a free VoiceThread account, you are not able to access the Secure sharing 
tab. 

On the Basic tab 

1. Click on the “Link” option on the left. 
2. Un-check the boxes for allowing anyone to view and comment if you want to change these 

permissions. Learn. 
3. Click “Copy Link”. This will copy the link to your computer’s clipboard automatically so that you 

can paste it into the desired location. 

 

Note: If you upgrade to a paid account, please see other sharing features by clicking this link 

Overview of exports 
Exporting a VoiceThread allows you save a video version of that VoiceThread offline for archival 
purposes. The video file includes all media, comments, and annotations that exist on the live version 
of the VoiceThread. 

You will need export credits in order to export a VoiceThread. Learn more here. 

Note: Once you export a VoiceThread, you must download it within 90 days. After this period, the 
export will expire, and you would need to re-export the VoiceThread to obtain another copy. 

Moderated (hidden) comments are not included in an export. 

https://voicethread.com/howto/category/sharing-web-application/
https://voicethread.com/howto/purchasing-export-credits/
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For more information on exporting, please click this link 

Overview of the Activity Feed 
The Activity Feed is the place to find information about new comments on your VoiceThreads.  All 
recent comments will be listed in order, and you can click on any one comment to open it.  This is a 
great way to keep track of activity on your VoiceThreads over the past two weeks.  Every 
VoiceThread member has his or her own Activity Feed, located on the VT Home page. 

Recent comments 
When you first navigate to your VT Home page, you’ll see a number next to your email address in 
the top-right corner of the page. This number indicates how many comments have been recorded on 
your VoiceThreads since you last looked. 

 

Click on that number to see a list of your recent comments, and click on any one comment in order 
to open it. 

 

Note that as soon as you click on the recent comments menu, the number will change to 0. The 
new-comment notifications on the individual VoiceThreads will remain in place until you actually view 
those comments. 

Viewing the full Activity Feed 
If you’d like more information about recent comments than what you see the Recent Comments 
menu, scroll to the bottom of the list and click on the “See all” link.  This opens the full Activity Feed, 
which lists every comment made in the past 14 days on VoiceThreads that were created by or 
shared with you.  There is a blue header for each date, and under each blue section, the comments 
made on that day will be listed.  Click on any comment to open it on the right side of the screen. 

https://voicethread.com/howto/category/exports/
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You can also reorganize these comments so that they are grouped by the person who created 
them.  Click on the menu that says “View Activity by”, and then select “Commenter”. 

 

ThreadBox Overview 
A ThreadBox is an embeddable space that allows you to gather VoiceThreads into a beautiful and 
browsable collection. A ThreadBox can be viewed by anyone, but the creator decides who can 
submit VoiceThreads and whether submissions are displayed as part of the collection.  ThreadBoxes 
are great for showcases, community collaborations, contests, conferences, and more! 
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Submitting a VoiceThread to a ThreadBox 
If you are an administrator for a ThreadBox or if submissions have been allowed, there are two ways 
to add a VoiceThread. 

From an Open ThreadBox 
click “Add your own” at the top-right corner of an open VoiceThread. 

 

  

There are three sources from which you can add a VoiceThread. 

 

1. Create a New VoiceThread: Create a new VoiceThread of your own.  You will need to upload 
at least one slide. 
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2. Select from the VoiceThreads you have already created: Click here to pull up a list of the 
VoiceThreads you have created.  You can select one or more to submit to the ThreadBox. 

 
3. Enter the share link for a VoiceThread: As long as the VoiceThread you are trying to submit 

is yours or is already public, you can enter its share link here to submit it. 

From Your VT Home Page 
If you own a ThreadBox or have bookmarked it, you can find it in the sidebar on your own VT Home 
Page.  To submit one of your own VoiceThreads to it, simply drag that VoiceThread and drop it into 
the ThreadBox. 
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Creating a ThreadBox 
To create a new VoiceThread, sign in to your VoiceThread account, click on your email address in 
the top-right corner, and select “ThreadBoxes” from the menu. 

 

This will take you to the ThreadBoxes page, where you can see those that you’ve already 
created.  Click on any ThreadBox to open and manage it.  To create a new one, click on “Add your 
own” at the top-right corner of the page. 

 

  

On the pop-up window, enter the basic information about your ThreadBox. 
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 Title: The title of your ThreadBox. 
 Description (optional): A description of your ThreadBox. 
 Allow other people to submit VoiceThreads?: Check this box if you want other people to be able 

to submit new VoiceThreads to your collection. 
 Require admin approval of submitted VoiceThreads before displaying them: If you do allow 

others to submit VoiceThreads, this option allows you to review them before they become 
visible in the collection. 

Learn more about the settings for your ThreadBox here. 

Sharing a ThreadBox 
ThreadBoxes can be shared with a link or be embedded on your own website. To get to these 
options: 

 Sign in to VoiceThread. 
 Click on your email address in the top-right corner of the page. 
 Select “ThreadBoxes” from the menu. 
 Click on the ThreadBox you want to edit. 

Linking 
Provide a direct link to a ThreadBox.  To get that link, first click on the “Options” button at the top of 
the page. 

https://voicethread.com/howto/threadbox-settings/
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The link for the ThreadBox will appear at the bottom of the Options page. 
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Embedding 
Start by clicking on the “Embed” button at the top of your ThreadBox page. 

 

 Select the size at which you want to embed the ThreadBox, and then copy the embed code. 
Tip: We recommend a minimum embed height of 600px and a width that uses 100% of the available 
space. 

 

  

Participants who want to follow a ThreadBox can also bookmark it. 

https://voicethread.com/howto/bookmarking-a-threadbox/


58 |  H o w  t o  U s e  V o i c e T h r e a d
 

Overview of the Browse page 
The Browse page is a place to find VoiceThreads that were created and published by other 
VoiceThreaders. It is a good place to find inspiration for VoiceThreads of your own, participate in 
VoiceThreads that invite public participation, and connect with other VoiceThreaders.  Only 
VoiceThreads that have explicitly been published will appear here. 

Finding a VoiceThread 
When the Browse page first loads, the most popular VoiceThreads will appear first.  You can scroll 
through the VoiceThreads and browse for one you’d like to view. 

The search bar at the top of the page allows you to search for specific VoiceThreads.  Search by 
subject, keyword, title, or author.  Once you’ve found a VoiceThread you’d like to view, just click on it 
to open it. 

 

Click here for more information on accessibility (i.e., closed captioning) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Need Help? 

Contact Julie at 804-627-5308  

or send an email to julie_marsh@bshsi.org  

https://voicethread.com/howto/category/accessibility-web-application/
mailto:julie_marsh@bshsi.org

