
Recording your Webinar 

SfB allows you to record your webinar. Included in the recording is your audio of you speaking, 

participants speaking, IM’s that are typed, and any content that is displayed by anyone. NOTE: after you 

are finished recording do NOT turn the computer off. You will have to leave it on for up to 45 minutes to 

allow SfB to create the recording and store it locally on the computer. Unlike some webinar systems, the 

recording is ONLY stored locally. You will have to find the recording (I will show you how later in this 

PDF) and then post it up to Kaltura (if played back within Blackboard) or the campus streaming media 

server if it is to be available to a general audience not part of a Bb class or organization. 

When you are ready to start recording, click the button with the 3 dots. 

 

Click “Start Recording” 



 

You will receive a notification that the recording has started. To make the notification go away, click the 

X or wait for it to go away on its own after about 10 seconds. 



 

When you are finished recording, click the 3 dots again and select “Stop Recording” 

 

You will receive another yellow  bar that recordings have stopped. 



 

Now you wait. It can take up to 45 minutes for the recording to complete. When it is available you will  

receive a notification on the bottom of the screen, so watch for it. 

 

Now we have to hunt for it. Typically it will be where videos are stored by default. You should see a 

folder titled “Lync Recordings” (It may also say “Skype for Business recordings”) 

Click inside the folder and you will see your videos 



 

Be aware that it may not be the only video in that folder. Click on the file name and rename it something 

short, understandable, and with no spacing in the name. If you are showing extensions, it must end in 

mp4. 



 

You can then copy that video to a thumb drive, copy it up to Kaltura, Box, the campus streaming media 

server, or any video streaming environment that you have an account on (such as YouTube).  

You must ALWAYS let participants know that the session, and their presence and voice is being 

recorded, and give them the option to leave the meeting if they do not want to be recorded. 
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