
1.  Classroom Capture 
Scheduled Lecture Recording

Instructions for Scheduled Lecture Recordings

1.

Classroom Capture is the Windows only Lecture Recording System. Scheduled recordings will 
start and stop automatically, you do not need to do anything except turn on the 
microphone and use the Windows Computer to show your slides. These schedules must 
be set up before your lecture.  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 ‘Classroom Capture’ shortcut by double-

clicking the icon on the desktop.

2. This will open in the recording application.

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

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

5. Once the recording starts Classroom Capture will 
minimise. You will see a red dot on the logo indicating 
recording is taking place.

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

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

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

9. 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.
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Instructions for Ad Hoc Recording.
1. Open the ‘Classroom Capture’ shortcut by           

double-clicking the icon on the desktop.

2. This will open the Classroom Capture application. Click 
“Record” to begin. 

3. Log in with you University username and password. 

4. Give the recording a title and choose your course.

5. When the recording starts the application will 
minimise but you can tell it is recording by the red 
dot on the task bar. 

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.
http://help.otago.ac.nz/capture/ This process can take 
up to 3 business days.

1. Classroom 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. Classroom Capture is only 
available on the Windows computer, please use the Windows computer when displaying 
slides. Then follow the instructions below. 
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