
1 

 

Using Collaborate to Record Lectures 
 

 

Tips on PowerPoints to be used in Collaborate: 

 

 Avoid use of animations, transitions, or moving images. Also avoid use of 

embedded sound effects or videos. 

 

 Keep background templates simple so they don’t distract from the material you 

want to present. 

 

 Use a font size, type, and color that will be easy to read. Recommended: No 

smaller than 20 point (larger is better) and a standard font such as Arial, Verdana, 

or Times New Roman. 

 

 

Tips on Recording: 

 Choose a quiet place. Remember to turn off the phone. 

 

 If you are using the same Collaborate session to record multiple recordings, you 

will need to log out and wait 15 minutes before logging back in to make another 

recording. This will create a new recording with its own link.  

 

 If you wish, you can create a script. 

 

 Practice prior to recording the session. 

 

How to: 

 

You should have received links to your session (a moderator link, a participant link, 

and a link to a page that will list all recordings). 

 

1. Use the moderator link to login to your session. The name you enter in the login 

box will be displayed in the recording. 

 

2. Conduct an audio check using the audio setup wizard 

In the menu at the top, select Tools > Audio > Audio Setup Wizard 

 

3. Upload your PPT slides 

 

Note: Close PowerPoint before beginning to upload your slides. 
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Click the Load Content button and browse to the location of your PPT file 

 

 
 

. Click “Open” to upload the file. 

 

 

4. Turn on your microphone.  

 

Check again—be sure you turn on your microphone. This is the most frequently made 

mistake in recording lectures. 

 

Check the indicators above the Talk button while you speak to be sure you see movement 

that shows your audio is being recorded. 

 

5. Start recording the session 

Click the Record button. It is located at the upper right of the interface by the Load 

Content button. Confirm that you want to start recording. Be sure your Talk button is 

turned on and begin speaking in a natural voice. 

 

If you need to pause the recorder, click the Record button again and confirm that you 

want to stop/pause. When you are ready to record again, click the Record button and 

resume your presentation.  

 

Concluding the session 

1. When you are finished, click the Record button to stop the recording. 

2. Turn off your microphone. 

3. Leave the session by closing the Collaborate window. 

 

Accessing the recording 

1. You must allow approximately 15 minutes after you leave the session before the 

recording will be generated and become available. 

2. View the page with the list of recordings made in your room.  

3. You should see your session listed. You can right-click the purple circle/arrow 

icon next to the session listing to copy the link for the recording. You can then 

share that link with your students. 

 

 


