
1. !  Otago Capture !
Scheduled Lecture Recording!

Instructions for Scheduled Lecture Recordings

1.

Otago Capture is the new Lecture Recording System. Scheduled recordings will start and 
stop automatically, you do not need to do anything except turn on the microphone.  
However, if you wish to stop, pause or extend a recording you can do by following these steps:

Instructions for a Scheduled Recording!
1. Open the ‘Lecture Recording’ shortcut from Video 

folder on the Dock (Mac) or double-click the icon on 
the desktop (PC).!!

2. This will open in a Web Browser. Type your username 
and password.!!

3. You should see your class details displayed as the 
Next Scheduled Capture.!!

4.  Five minutes before the recording is scheduled to 
start you will see a timer countdown with the option 
to stop the recording.!!

5. Once you are recording you will have the option to 
stop, pause or extend the recording. !!

6. After recording the file will be processed and can 
take a few hours to arrive on your Otago Capture.!!

7. If you need assistance with the application during 
your lecture, please contact a Lecture Theatre 
Technician.!!

8. After the lecture you can do various things with 
your recording, please see the help site for more 
information http://help.otago.ac.nz/capture/ !!

If you want to request the use of Otago Capture or 
change your schedule please see the help site. !

ITS Service Desk!
its.servicedesk@otago.ac.nz

http://www.apple.com
http://help.otago.ac.nz/capture/
http://www.apple.com
http://help.otago.ac.nz/capture/


Instructions for Ad Hoc Recording.!
1. Open the ‘Lecture Recording’ shortcut from Video folder 

on the Dock (Mac) or double-click the icon on the 
desktop (PC).!!

2. This will open in a Web Browser. Type your username 
and password. You should see details about the next 
scheduled recording, if this is not booked for the same 
time as your recording. If there are no problems 
click “Ad Hoc Capture”.!!

3. Fill in the details, including title, time to record, 
what paper it is for (section) and what product 
group. Click “Start Capture” to begin.!!

4.  Recording will stop when the time runs out, or if 
you click “Stop Capture”. You can extend the 
recording if you wish by clicking on “Extend 
Capture”.  You can also pause the recording. !!

5. After recording the file will be processed and can take a 
few hours to arrive on your Otago Capture.!!

6. If you need assistance with the application during your 
lecture, please contact a Lecture Theatre Technician.!!

7. After the lecture you can do various things with your 
recording, please see the help site for more information 
http://help.otago.ac.nz/capture/ !!

If you want to request the use of Otago Capture or change 
your schedule please see the help site.!
http://help.otago.ac.nz/capture/ This process can take up to 
3 business days.!

1. ! Otago Capture!  !
Ad Hoc Lecture Recording!

Instructions for Ad Hoc Lecture Recording

1.
ITS Service Desk!
its.servicedesk@otago.ac.nz

Otago Capture is the new Lecture Recording System. To ad hoc record a lecture first make sure 
you have requested the creation of Capture Section though ITS. Then follow the instructions 
below. 


