
The instructions provide within this document provide guidance with setting up your account, 
uploading podcast, and sharing highlights from the Florida Student Voices event that you gra-
ciously sponsored.

Creating your FL Student Voices Podcast Account

These instructions are for educators to create an account with a Moodle server where the podcast will 
be stored. If your district is providing storage space for your podcast then please use that server and 
not this one. Many school districts have guidelines that educators and students must follow when 
posting digital content, please follow your district’s proceedures

1. Go to: http://services.fcit.usf.edu/studentvoices/ 

2. Create a new account, use the link on right side of the screen.

3. Enter the requested information.

4. An email will be automatically sent to the email address you provided.

5. Click on the link within the email to verify your account.

6. The link will take you back into Florida Student Voices Moodle.

7. Remember your username and password.
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Logging into Moodle and entering the Student Voices course password

These instructions are to assist educators with logging into the FL Student Voices Moodle course.

1. Log into http://services.fcit.usf.edu/studentvoices/ using the username and password created in 
the previous section.

2. Select the “Podcasting Module” link, circled in red below.

3. Enter the enrollment key that you received via email into the enrollment key box then click 
<Enrol me in the course>. This is a one time process, in the future you will not need to enter the key.

4. After you enter the enrollment key you will be taken into the course. Select the Student Voices link 
under Topic #1.
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Uploading your podcast

These instructions are for educators to upload student podcast if their school district is not providing 
server space for this project. Before uploading podcast please make sure you have a parent signed 
Media Release form for each participating student. The form can be downloaded here: 
http://etc.usf.edu/flstudentvoices/documents/FCIT_FACE_model_release.pdf .

1. Log into http://services.fcit.usf.edu/studentvoices/ using the username and password created in 
the steps above.

2. Select Podcasting Module as you did in the previous section.

3. Select Student Voices under Topic #1.

4.  Read the instruction presented then click the Item tab.

5. To add your podcast select Add Item.
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6. Enter the requested information into the various fields.

7. In the copyright box enter the following statement: I, enter your name, confirm that I have checked 
this podcast and it meets my schools systems Acceptable Use Policy. The podcast does not contain 
copyright material (audio, video, or images) and all content was created by the student, a student 
team, and/or content used has a Creative Commons distribution license that gives permission for 
use. It is okay to copy and paste the above statement into the Copyright box, remember to enter 
your name where it says, “enter your name.”

8. In the Enclosure section select <Choose or upload a file>.

9. Select <Upload a File>



10.  Locate the file on your computer and click Choose.

11. Select <Upload this file>. This may take several minutes, the file cannot be larger then 50 MB. 

12. After the file has been uploaded find it in the list of files and click “Choose.”

13. After the podcast is uploaded you can select Add Item to upload another podcast or click on the 
file name to view/listen to the podcast. 



Capturing highlights of the Florida Student Voices event

Use this set of instructions to share photographs and video captured during the FL Student Voices 
event.

1. Log into http://services.fcit.usf.edu/studentvoices/ using the username and password created in 
the steps above.

2. Select your name from the list of names.

3. Select the <Blog> tab.

4. Select “Add a new entry” from the center of the page.
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5.  Locate the photograph or video that you wish to share. Be sure all people recorded have signed a 
Media Release form, the form can be downloaded from the FL Student Voices web site, 
http://etc.usf.edu/flstudentvoices/documents/FCIT_FACE_model_release.pdf 

6. Enter a title, in the “Blog entry body” box share a brief story or description about the content you 
are uploading. 

7. Select <Choose File> and locate the video or photograph on your computer.

8. Once information has been entered and the file is ready for upload click <Save changes>.

9. The file will be displayed for others to view as part of your blog within this Moodle course.

10. Please share photographs, videos, and stories about this event using this blog.

11.
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