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Recording a Session 

After you join the Collaborate session a Recording Reminder will appear asking if you would like to 
start recording now. Click Close to make sure everything is prepared first, before you start recording. 

 
 

Make sure your video and audio are functioning properly, load your content from your computer, 
application share, etc. When you are ready to record, click the Record button. A Confirm Recorder 
Start window will appear. Click OK to start recording. 

 
 
The Record button changes to Recording with the recording icon, to let you know the recording is 
in progress. Anytime you would like to pause/stop the recording, click the Recording button. The 
recording will pause/stop until you either click the Record button again or exit the session. 
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Save Recording: 
In order for the recording to save in the Recordings section, you must complete the following steps: 

1. Make sure the recording is paused/stopped. 
2. Exit the Collaborate session (make sure you completely close the Collaborate session). 
3. Depending on how long your session was, the recording should appear after double the time 

of the session. For example, if your session was 30 minutes, it would take about 60 minutes 
before the recording appears in the Recordings section on the Blackboard Collaborate home 
page.  

 
 
As soon as the recording appears in the Recordings section, students will be able to access the link 
immediately. If you would like to convert the file to either mp3 or mp4, click the Convert link. This 
will only show the whiteboard section, not the entire Collaborate player (name section, webcam 
section, chat section, etc.). This process will also take about double the session time. 
 

 
 
 

After the conversion is complete, you will now see a Play button icon. Again, this file will only show 
the whiteboard section. 
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If you would like to see who is speaking, who is in the session, who used the chat feature then you 
will have to play the recording with the Collaborate player by selecting the title of the session or the 
Collaborate symbol. 

 OR  

 
Delete Recording (Warning! Once deleted, it’s completely removed): 
If you are currently in a session and would like to erase what you just recorded, proceed to the 
Tools menu > Recorder > Erase Recording… 

 
 

If you select the Recordings tab on the Collaborate homepage, select the recording you would like 
to delete. Either check next to the title of the recording and click the Delete button or click the down 
arrow to open the drop down menu and select Delete Recording. 
Note: Remember, once you delete a recording, it is completely removed from Blackboard. Please be 
careful with this process. 
 

 


