
Record a Class Session



2) Start a personal 
room meeting1) Go to the 

Meetings 
pane in 
Webex



Start the 
Meeting



1) Click here to open the recording pane

2) Click here to 
start recording



Embed a Session Video in 
Blackboard as a Panopto
(Note, all Webex meetings are automatically converted to Panopto recordings; all 
you need to do is find and embed it.)



1) Go into 
your course 
page and 
click on a (+) 
where you 
would like 
the video to 
appear.2) Select 

“Content Market”



Scroll down 
and select 
“Panopto 
Embedded 
Video – Ultra”



2) Under “My Folder” 
click into “Meeting 
Recordings”

1) Click on the 
dropdown to 
open the folder 
structure



1) Select the 
desired 

meeting 
session

2) Press “Insert”



Access Webex AI Summaries and 
Upload them to Blackboard for 
Greater Accessibility



1) Go to the 
Meetings 
pane in 
Webex

2) Click on Meeting Recap

3) Find the 
desired 
session and 
click into it.



Click on 
Recordings



Click into the 
session



In the 
Summary, 
click the 
“copy” icon 
button



1) Go into 
your course 
page and 
click on a (+) 
where you 
would like 
the summary 
to appear.

2) Select 
“Create”



Select 
“Document”



2) Select Content

1) Give the document a 
better title, eg “Summary 
of Class Session, 10/6/24”



1) Paste 
the 
Summary 
Notes into 
the Text 
Block

2) Press 
Save



Don’t 
forget to 
make it 
visible to 
learners.


