Dee Scadden

Using the Panopto deSkt.

=8 UNIVERSITY OF
y CAMBRIDGE

Step-by-step instructions to help you record lectures using the Panopto desktop recorder.

= Getting started with Panopto

Downloading Panopto desktop recorder

Using the Panopto desktop recorder

Editing the recording



Lesson 1 of 4

Getting started with Panopto
@ Dee Scadden
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USING THE PANOPTO
DESKTOP RECORDER

Getting started with Panopto...

Lectures can be recorded using the Panopto Desktop recorder,
which can be used on any computers (Mac or PC) or device (e.g.
iPad)

This guide will help you to set up your Panopto desktop

recorder, record your lectures, and publish to Moodle.



0 USING PANOPTO - AN OVERVIEW

A: WHY USE PANOPTO?
« Easy to record where ever you are
« Recordings can be adjusted for accessibility
« Students can search in recordings, make notes, comments etc.
« Links directly to Moodle
« and much more....

B: DOWNLOADING THE RECORDER

« Avadilable for: Mac or PC
« Downloadable from: Panopto site or Moodle site enabled for
Panopto

C: USING THE RECORDER

Up to three feeds can be recorded... for example:
« Primary feed: the speaker - audio + video/audio alone

» Secondary feed 1: the desktop (e.g. Powerpoint, Keynote, or
PDFs)

» Secondary feed 2: a visualiser

D: LINKING TO MOODLE

+ Each Moodle course maps to a specific Panopto folder -
so recordings must be in that folder to be available in Moodle

« 'Publishing pathways' mean you're in control of when the
recording is released

An overview of using Panopto to record lectures

Why use Panopto?

What are some of the advantages of recording lectures using Panopto?



* Recordings can be searched using text on slides, spoken word, transcripts - so makes accessing
specific parts of recordings/topics easier

¢ Panopto can be adjusted for accessibility requirements
¢ Student notes can be added to recordings - useful for reviewing lectures

o Lecture recordings are automatically divided into chapters based on changing slides - helpful for
navigation

¢ Recordings can be watched on 1.5x or 2x speed, which students find helpful when taking notes

e Recordings are accessed directly from within Moodle

How is Panopto linked to Moodle courses?

+ Each Moodle course maps to a specific Panopto folder - so films in that folder can be made available
to Panopto.

The Panopto folder is likely to have been configured by someone in your department, and particular
publication pipelines may be in place. For example, films may not be released to Moodle until approved by a



publisher. In other instances, the films may be immediately available. It is best to check what the
arrangements are for your particular course.

What if Panopto has not been used before for that course? —_

e Only departments that were previously using Panopto to record lectures will have immediate access to
the Panopto software via Moodle (via the ‘Panopto block’ on the right-hand side).

e |nview of the current necessity for online teaching, it is now possible to download the Panopto block
and provision it for use. Your Moodle coordinator will be able to do this. This will need to be done
before recordings can be made available on that course.



waiting ror happiness...

Do you have the correct permissions to record in Panopto? _

e Only people with particular permissions in Moodle (e.g. Moodle coordinator, Teacher, Non-editing
Teacher, Non-enrolling Teacher) will automatically have a ‘Creator’ role in Panopto. If you find you are
unable to access the recorder, it may mean that your role needs to be changed in Moodle. The Moodle
coordinator responsible for your course will be able to implement this if appropriate.

e Once your role in Moodle has been amended, you will need to log in to that Moodle site to trigger
access to Panopto.



How to download the Panopto desktop recorder
For Mac or PC

GETTING PANOPTO




Lesson 2 of 4

Downloading Panopto desktop recorder

@ Dee Scadden

Download the Panopto desktop recorder

The Panopto desktop recorder can be downloaded on any Mac or

PC computer

You can download the Panopto desktop recorder via....




(A) Panopto

# UNIVERSITY OF ’ Powered by
CAMBRIDGE Panopto

Sign in to Panopto «

CambridgeMoodle v

We use cookies to remember your preferences and measure how our site is
used. By continuing to browse this site, you are agreeing to our use of cookies.
Learn more

This requires your normal Moodle login (i.e. Raven password).




Sign in using Raven password.

Welcome to
Moodle

The virtual learning
environment for the
University of Cambridge

A Your session has timed out. Please
log in again.

Login

} Help with login
@® Cookies must be enabled in
your browser

Looking for Course History?

Need support?

Contact Support:
moodlehelp@uis.cam.ac.uk

You are not logged in.
s8E UNIVERSITY OF
# CAMBRIDGE

©2017-2020 University of Cambridge
Policies and Legal statements

When you click 'Sign in' on the Panopto login page, you will be required to login using

your Raven password.



Step 2

Download Panopto Software

Q

Search slides, notes, captions and more

2 UNIVERSITY OF E
CAMBRIDGE

A Home

My Folder
< Shared with M Shared with Me

1D Evenything

@) In Progress

2 1:13.00

Dee Scadden -

€3 Download Panopto  Help ~

# Edit this page

Dr L Cardelli - Executable
Biology VI SEB3.6 -.
ayear ago

53:11

Dr | Lestas - MAN3.6
Stochastic Modelling I..
a year ago

Dr | Lestas - MAN3.6
Stochastic Modelling I...
ayear ago

SPB3 Saludo y
presentacion del trimestre
21 hours ago

SPB3 Saludo y
presentacion del trimestre
aday ago

|
a

(© scheduled \
Part Il Lecture - Tumour MIMS 4/25/2019 8:54 AM Dr K Lipkow - SEB2.3 Dr K Lipkow - SEB2.3
Imaging ayear age Smoldyn Il _11:00-12:00. Smoldyn Il _11:00-12:00
[ Browse 12 days ago a year ago a year ago
0w e s et e I . J
== N .
Dr | Lestas - MAN3.8 Dr | Lestas - MAN3.8 Dr | Lestas - MAN3.7 Dr | Lestas - MAN3.7
Stochastic Modelling 1lI... Stochastic Modelling 111, Stochastic Modelling II... Stochastic Modelling II...
ayear ago ayearago ayear ago a year ago
See all
What's New
1
IA: Digital Circuits and Test2 SPC1 Saludo y Test Panopto
Information Processing... 21 hours ago presentacion del frimestre 21 hours ago
3 hours ago 21 hours ago
5
i
[
0 System

i

[ “ | Patrick Barrie’s side show

Once you have signed in the Panopto software can be downloaded from alink at the

top right hand side of the page.



Summary

4 Download & Record (il

Panopto

Record PowerPoint, video, and audio presentations on your Mac or Windows
PC. Upload recordings to your Panopto site to share with students and
coworkers.

Download Installer
Windows 7 and up
32-bit

Download Installer
Windows 7 and up
64-bit

Download Installer
macOS 10.13 and up

s

Remote Recorder

Automatically record and upload PowerPoint, video, and audio presentations
on Windows PCs. Schedule recordings in advance on your Panopto site.

Panopto for Windows Live-on-USB Package

Panopto for Windows can be launched from a USB drive without an installer.
This package is intended for admins to create pre-configured USB memory
sticks for guest presenters and lecturers. Panapto will record in the
application folder on the USB drive, but the recordings will not upload unless
Panopto is running.

Download Installer
Windows 7 and up
32-bit

Download Installer
Windows 7 and up
64-bit

Download .Zip
Windows 7 and up

instructions given.

Dee Scadden

~" Edit this page

Select the appropriate software for your computer, and install according to



(B) From within Moodle

n Dashboard =~ My courses = Schools, Faculties and Departments = Biochemistry, Department of =~ Other = Getting to Grips with Online (Remote) Learning ﬂ' =

@ Getting to Grips with Course search

Online (Remote) Learning General Enter keywords Go @

P Participants

Grades

» General Panopto

Preparing for -

No Live Sessions.

Online Learning compisarucors

No Completed Recordings

» General Information
P Online Chat
P Panopto

P Quizzes
Links

Course Settings

Douinload Recorder(Windows | Mac)

» Examples of online resources|

Cambridge Centre for
» Teaching and Learning

ccTL) B Announcements

P Links Latest announcements

o Add a new topic...
AERIREErES Online Chat Lecture Capture (No announcements have been
, ' Postgraduate Course in & Support Using Panopto posted yet)
Biochemistry 2019-20
% Teaching arrangements
Using Quizzes
in Moodle

If the Panopto block has been provisioned on the course, it will appear on the right-

Examples of
Online Learning
Tools

Cambridge Centre
for Teaching &
Learning

19)

» £* Downing College
Admissions Interviews

hand side of the front page. There are links at the bottom of the block to install the

software for either mac or PC.



If the Panopto block hasn't been provisioned...

He

g to Grips with Online (Remote) Learning Al elETellle a8 £

\
A4 Dee Scadden (ﬁ\ v

1 -

(

g hidden | editing

He a

g to Grips with Online (Remote) LearningiValat s EN JleI 8%

Activity results

Dee Scadden (g\ v

Blog menu
- Blog tags -
Coursesearch < & Checklist + o
Comments
Enter keywords Go @ Community finder [Go (2}
Course completion status
Course contents
Course/site summary
Latest L - I Courses - B
announcements Data block 5
HTML
Add a new topic... Logged in user
(No announcements have been Online users ave been
posted yet.) Panopto
People
Quickmail
Random glossary entry
Recent activity P Recent blog entries oo
Remote RSS feeds
Search forums
Edit v & Edit v & Self completion
Tags
<= Add an activity or resource Upcommg .i‘ i =+ Add an activity or resource Upcomlng '{' &
events events
L

This can be done by the Moodle Coordinator responsible for your course.

First, the block can be added from the top menu 'Add a block.




Provision the block

Panopto &+ & Panopto $ o

This course has not yet been Live Sessions «
provisioned.

No Live Sessions

FroviSion Course Completed Recordings

No Completed Recordings

Links

Course Settings

Download Recorder(Windows | Mac)

hboard | Courses~  Categories > | Course History | Help > | About Moodle

Provision Courses
editing

Course Name

djs100 example: Dee Scadden's example
Synced user information

‘The below users will be synced with Panopto once they attempt to view the Panopto block in the course.
Publishers

CambridgeUniversityUiSMoodleL VE\amf26, CambridgeUniversityUiSMoodleL IVE\ads100

Creators
CambridgeUniversityUiSMoodleLIVE\amf26, Cambridgel. IVE\adjs100
Viewers
Cambri JISMoodleLIVE\fh111, CambridgeUniversityUISMoodleLIVE\nm251, CambridgeUniversityUSMoodleLIVE\do202,

CambridgeUniversityUISMoodlel

Result
o P o 3 1

Back to course

A Moodle Coordinator can then provision the Panopto block. This will activate the

connection between the Moodle course and Panopto.



Summary

Panopto 2 * I

Live Sessions

No Live Sessions

Completed Recordings
No Completed Recordings

Links

Course Settings
Download Recorder(Windows | Mac) «

- J

The link at the bottom of the new Panopto block can then be used to download the

Panopto desktop recorder.

Installing the Panopto desktop recorder

Note: These screenshots are from an installation on a Mac




‘e Install Panopto Recorder

‘e Install Panopto Recorder

Welcome to the Pano|

You will be guided through the steps necessary to install this
software.

o Introduction
Destination Selec|
Installation Type Terms of Service

Installation

Summary Panopto makes use of open source software.
View acknowledgements

Continue

o Introduction

@ Destination Sele
Installation Typ:
Installation

Summary

Select a Destination

Select the disk where you want to install the Panopto
Recorder software.

Macintosh HD
337.92 GB available
17B total

Installing this software requires 6.1 MB of space.

You have chosen to install this software on the disk
“Macintosh HD".

Contiue

e Install Panopto Recorder

,\ Installer is trying to install new software.
| 1%\\\_\“\\ . Touch ID or enter your password to allow this.
N /; h /

Use Password... Cancel

Introduction
Destination Selec
Installation Typ
Installation

Summary

Install the Panopto desktop recorder as instructed

How to use the Panopto desktop recorder

The installation was ¢

The installation was successful.

The software was installed.




USE THE RECORDER
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Using the Panopto desktop recorder

@ Dee Scadden

Using the Panopto desktop recorder

Once the installation is complete, open the Panopto

application

Gettingset up

Click on 'Create New Recording'

Open the application, then click on 'Create New Recording'




[ K J Manage Recordings

@ Create New Recording c PanODtO

Not signed in Sign In

You currently have no recordings on your system. To create a new recording,
click the 'Create New Recording' button.

Login to Panopto

Sign in to Panopto using your Raven password.



® Manage Recordings

@ Create New Re

Server: | cambridgelectures.cloud.panopto.eu Go Cancel

&3 Panopto

Welcome to
Moodle

The virtual learning
environment for the
University of Cambridge

yned in Sign In

You are not logged Log in
in.

B UNIVERSITY OF

e CAMBRIDGE Raven
© 2017-2020
University of

Cambridge Friends

» Help with login

Remember me (required for offline recording) More sign-in options

Recording inputs

o LEFT:The PRIMARY feed - typically audio/video (but can be audio alone - see below)

o RIGHT: The SECONDARY feed - typically the desktop - could be Powerpoint or Keynote



Choose folder and session name

primary Folder
Source Session

Webcast

Record

Primary Source

Record A Session

Manage Recordings
My Folder

Sat, Apr 11 2020 at 2:38 PM

Secondary Sources

SELGLGERM I Secondary 2

s wrsan

-

ELERERTPTL I B

Video FaceTime HD Camera (Built-in) prer———
Audio MacBook Pro Microphone o
Capture Computer Audio (beta)
Slides

Record PowerPoint

Record Keynote

Source | Built-in Display

Accessing the computer camera and microphone

Before you can record audio, visuals and your screen, you must give permissions for the Panopto desktop
recorder to access the devices
Note: screenshots for Mac

Camera

Panopto needs access to the camera ﬁ
Panopto can't make recordings unless you grant permission for
access to your camera. We need this for either or both of screen
capture and webcam capture.

Microphone Screen Recording

Panopto needs access to the microphone Panopto needs the permission of the screen recording «

Panopto can't make recordings unless you grant permission for
screen recarding. We need this for the screen capture.

Change Security & Privacy Preferences

Panopto can't make recordings unless you grant permission for
access to your microphone.,

Change Security & Privacy Preferences

> > o

Cancel

Cancel Cancel Change Security & Privacy Preferences

280 <> Socurty & rivcy D a O TEE securty & Prncy CET—
“Panopte"” will not have access to your
Gonwral  Fiovauit canmara ol 1 et o Gonerst  Fievaut_ pirewal

i

‘ G
wcm B

You can choose to quit *Panaptor now, or do t an

Location Services

B oo

Allow the apps below to record the: Gontents of your
5.

Location Services
screen, even while using ofher app

Allow the apps below to access your microphone.

© covecrem < @ e —er—

@ Calendars. 7] Calendars - @ Calendars
% st o T Y.
" Reminders ) Rormind
& | Reminders o & | Reminders
2 Panopto =
3 roro « = w « P —
Photos 88 Photos
. O e /@ o S o
§ enosto
@ comers u Em & comera
d Microphone ']
il Misroshone | Rl il icroonone

Bl seeecn recsoniion
Accessibilty

il sveecn recomnivon

@) recessiviny

iy spoecn recognition

@ Accossviny

c Clek the lock to make ch 2 a
{8 Click the lock to make changes. B Cock e ck o mae chinnoss (8] cick the lock to meke changes ?



Which feeds? —

You need to choose which feeds you want to record.

« Primary feed - audio + video or just audio. If you don't want to record your face,
you can switch the video off in the primary feed. The secondary feed will then be
full screen, with audio track.

« |fyoudochooseto record using a camera in the primary feed, this is normally shown
on the final recording as picture-in-picture (i.e. as a small image in bottom right-hand
side of the screen).

« Secondary feed (1) - this is typically your slides, which could be Powerpoint,
Keynote, ora PDF.

« Secondary feed (2) - this is another optional feed. You can add somethinglike a
visualiser or other input.



Primary Source - video and audio

] Record A Session

Choose folder and session name Manage Recordings

Primary Source - audio only

Record A Session

Choose folder and session nama Manage Recordings

Folder My Folder ] Folder My Folder B
Session Sat, Apr 112020 3t 2:38 PM session [ Dee Test Recording
Record e e Webcast

Secondary Sources

Primary Source

Secondary 1 TR E]

Video FaceTime HD Camera (Built-in)

Audio MacBook Pro Microphone

Capture Computer Audio (beta)

Slides.

Record PowerPoint
Record Keynote

Sourca _ BuinDisolsy B

With camera

Using PowerPoint or Keynote

Primary Source

U

Secondary Seurces

condiny 2

Video
Audio

None

MacBook Pro Microphone

e —

Secondan.Source

Capture Computer Audio (beta)

Slides.

Record PowerPoint
Record Keynote
Source Built-in Display

Without camera

You can use various formats for your slides, which will be shown full screen as the secondary feed one - e.g.

PowerPoint, Keynote, or PDF.

e.g. Using Powerpoint - the first time you try to record a PowerPoint presentation, the Panopto recorder
will ask for permission to access PowerPoint (below). Panopto will then be able to record PowerPoint full

screen.

If your computer hasn't requested access to PowerPoint (or Keynote) when you are ready to start
recording, press 'Start Recording' - you should then be prompted to allow access.

Tools in Powerpoint (e.g. cursor, pens) will be recorded by Panopto and so will appear in the final recording.
**If you are using Keynote, you may need to adjust preferences from within Keynote to allow your pointer to
be shown on screen.™*

Mansgo Rucartings. BShow  Review  View

aimed at

2 ADJS BB lecture 4 2010 C —Savod f m M

Panopto needs access to PowerPoint

Panopto can't record with these settings unless you grant permission
for Automation control of PowerPoint.

S

PowerPoint

[-X

Please change the setting and then restart Panopto.

Cancel Change Security & Privacy Preferences
General  FileVault  Firewall

g. ADAR1
Location Services

‘ Contacts
ﬁ Calendars

| Reminders
o=}

& Protos
w Camera
W Microphone

W Speech Recognition

Allow the apps below to control other apps. This will
provide access to documents and data in those
apps, and to perform actions within them.
B ncobe Acrobat
Microsoft PowerPoint
@) Backup and Sync from Google
System Events
@3 panopto

Microsoft PowerPoint

(&8) Accessivility



Preferences —

On aMac the 'Preferences’' can be selected from the 'Panopto’ dropdown menu at
the top left.

« The primary/secondary video quality can be adjusted.

« The'lLocal Recording Folder' can be changed - the default on a Mac will be a Panopto
folder within the Users' '"Movies' folder.

On aPC, basic and advanced settings can be selected from the 'Settings' menu at the
top (see below).

« e.g. It may beuseful to select '"Minimise when recording' from Basic Settings menu -
when recording starts, the Panopto window will be minimised.

« e.g. It may behelpful to select 'Highlight the mouse cursor during screen capture'
from the Basic Settings. This will result in a yellow circle being added to the cursor to
highlight its position. In the absence of the circle, the cursor will show as an arrow.

Panopto Preferences

Primary Video Quality Standard (motion)

Secondary Video Quality Standard (resolution)

[ana\ Recording Folder [Users/deescadden/Movies/Panopto Rec...

L e — Enable Recording Hotkeys

e - Upload Recordings Automatically
MaC - — B Cancel

Details of recording —_

Choose the folder to record to ('Folder'):

e Your recording can be recorded to any folder you have access to in Panopto. It is often helpful to
record to afolder not linked to a specific Moodle site if you wish to edit the recording prior to its
release to students - for example, you can record to 'Your Folder' which is your private folder in
Panopto. However, note that this can also be accessed by anyone with a Panopto admin role.



e Later the recording can be moved to the appropriate folder in Panopto that links to the Moodle site in
which you are adding content. This can be done by anyone with appropriate permissions.
Give the recording an appropriate name ('Session'):
» Thedefault name for the recording is the day, date and time of recording.

« Thename of the recording can be edited or changed later.

® Record A Session
Choose folder and session name Manage Recordings
B D Folder My Folder
‘ Session Sat, Apr 112020 at 2:49 PM
Record

Webcast

Primary Source Secondary Sources

e.g. ADAR1

Video FaceTime HD Camera (Built-in)
Audio MacBook Pro Microphone

Capture Computer Audio (beta)

Slides

Record PowerPoint
Record Keynote

Source  Built-in Display

Recording

a Click on the 'Record' button.



° Start your slide prese ntation (e.g. PowerPoint) as full screen. It doesn't matter

if your desktop is recorded before your slides are full screen as this can be trimmed off later.

On a PC the Panopto recorder can be minimised automatically when recording begins.

Present your Iecture, using your slides as normal.

If your camera and microphone are in use, you will be recorded, along with your

slides, although you won't be able to see your image on screen while recording if your slides

are showing full screen. If your camera isswitched off, only your voice will be

captured, along with your slides.

e If you use your mouse to point things out on your slides, the cursor will be

captured. Any annotations made using the pen tools (e.g. in PowerPoint) will also

be captured.

e At the end of your recording, click 'Stop’, The recording can also be

paused at any point during recording if needed. Pausing may be necessary if there is any

content in the recording that can't be captured due to Copyright (e.g. YouTube clips).

Upload recording Processing recording Processing complete

R St sse [res— ese Mansge Racerdings

‘Stopped 00-00:03 Recording Complete
Pause \//

Enter a doseripton (optional

Once the recording has been processed, it will be

available within Panopto online. If necessary, the




recording can then be edited prior to uploading to
Moodle.

How to edit recordings made using the Panopto desktop recorder
Basic editing of recordings

EDITING RECORDINGS
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Editing the recording
@ Dee Scadden

Editing Panopto recordings

You may wish to edit your recording - it's often helpful to 'top and

tail' the recording to remove extraneous bits that aren't part of the
final lecture.

Online Panopto browser

When your recording is complete, you can view it online in the Panopto browser.

If you have recorded to 'My Folder', you will see it on the list on the left-hand side ('1', below).




If you have recorded to a different folder, you can find it using the 'Browse' function on the left-hand
side ('2', below).

= m{ﬁ. %E];S{IITS ((;)E Pousred | Search infolder "My Folder".. Q . DowmuDa 3 iicp : d ie;l: :

A Home My Folder LI 1 5
b B3 My Folder 4 | CRefresh =2 E= == Fiterbydate -~ Show scheduled recordings

5 i Sortby, Name Duraion Date v w

1B Everyihing BB Biochemistry Archive 8 Dee test folder B8 Miscellaneous Recording... 13 Add lolder

it Sun, Apr 12 2020 at 3:39 PM

(© Scheduled an hour ago

S/

O Thu, Mar 19 2020 at 2:41 PM

24 days ago
2 Settings | <, Share " Edit i Stats [ Delete

l\y ] Browse

Thu, Mar 19 2020 at 2:23 PM

= 24 days ago



B UNIVERSITY OF Dee S
= ) Powared by . N S ee Scadden -
= % » C A P iBRIDGE Paron Search in folder "My Folder"... Q @ Downioad Pasorte. Holp
Y Home B3 My Folder AR
° B3 My Folder 4 CRefresh B2 B= == Filterbydate — Show scheduled recordings
- «<, Shared with Me Soriby: Name Duraion Date v
D Everting B8 Biochemistry Archive 88 Dee test folder B Miscellansous Recording. . 13 Add folder
@) in Progress Sun, Apr 12 2020 at 3:39 PM
@© scheduled an hour ago
O Browse
O Thu, Mar 19 2020 at 2:41 PM
24 days ago
o3 Settings | < Share |/ Edit| Wi Stats @ Delete
Thu, Mar 19 2020 at 2:23 PM
sl 24 days ago
My Folder

This is your private folder that doesn’t link to a particular Moodle site.

e Your folder is typically the default destination for recordings made using the desktop recorder.

e Recordings need to be moved to the correct folder linked to a Moodle site to make it accessible within that

site.



Browse

H T UNIVERSITY OF
= | Powered by Search in falder "My Folder"... Q
= €9 CAMBRIDGE | "
i Home B3 My Folder
B3 My Folder 4 CRefresh B2 B= == Filterbydate — Show scheduled recordings

« Shared with Me

[l_, Everything

Sortby. Name Duration Daie v

\.

Bl adjs100 example: Dee Scadden’s example

@®) InProgress

~ [ Biochemistry and Molecular Biology 2019-20

(© Sscheduled » B A: BMB Archive Files

» BB Sanger 1B BMB Easter 2019-20

»D Browse B8 Sanger 1B BMB Lent 2019-20

BB Biochemistry Archive B Dee test folder B Miscellaneous Recording. & Add folder
) lnPogres Sun, Apr 12 2020 at 3:39 PM
© scheduled anhour ago
O Browse
O Thu, Mar 19 2020 at 2:41 PM
24 days ago
o3 Settings | < Share |/ Edit| Wi Stats @ Delete
Thu, Mar 19 2020 at 2:23 PM
s 24 days ago
| i Home Browse 1
My Folder All Folders My Folders -
<: Shared with Me ‘ Search my folders... jol l
||_’ Everything » My Folder

Use the 'Browse' function to locate the folder (or recording) of interest.

Folders are listed as:

¢ My Folders - all folders you have access to

o All Folders - all folders available on the system

Dee Scadden -
& Download Panopto  Help ~

(] ¢



A Home

&3 My Folder 1 | C Refresh

« Shared with Me

UNIVERSITY OF |
CAMBRIDGE

B3 My Folder

Sortby: Name Duration
B Everytring B8 Biochemistry Archive
@) In Progress

@© scheduled

O Browse

Analytics

';:‘:;;’od by Search in folder "My Folder"... Q

B= == Filterby date Show scheduled recordings

Date v

B Dee test folder B Miscellaneous Recording..

Sun, Apr 12 2020 at 3:39 PM

an hour ago

Thu, Mar 19 2020 at 2:41 PM

24 days ago

o3 Settings | < Share |/ Edit| Wi Stats @ Delete

Thu, Mar 19 2020 at 2:23 PM

24 days ago

I Add folder

' Home

B3 My Folder
& Shared with Me
(B Everything
@) InProgress
(© Scheduled

£ Browse

uly Analytics > Users > My Folder

Folder Dashboard

Views and Downloads

0 —
3320 3160 319120

Views and Downloads by Day

32220 325020 32820 U2 4B 4620 4920

I views ana Dowrioads [ uriue viewers [l Miutes Deverod

Views and Downloads

Session
Thu, Mar 18 2020 at 2:23
PM 03

Mon, Mar 16 2020 at 11:39
i 243

Top Sessions

1

Last 30 days 4

3

Minutes Delivered

0
an2i20

1o

Minutes Delivered  Average Minutes Delivered  Unique Viewers  Top-Level Folder

6063 15 a79

5417 22 186

Creator

Dee
Scadden

Des
Scadden ‘

You can analyse the level of engagement with the recording...

How many views

How many unique viewers

How many minutes delivered

etc.

Dee Scadden -
& Download Panopto  Help ~

(] ¢



= n‘%ﬂ [éiigiEfl;fsilng(?E | Poweres by searohin foider "My Folder".. Q °Duwn\?a§gansacp:dq{ee:g:
Y Home B3 My Folder AR
I3 My Folder 4 | CRefresh BE B= == @ Filterbydate Show scheduled recordings.

=<, Shared with Mo Sortby: Name Duraion Dale v

3 Everything BB Blochemistry Archive B Dee tost lolder BB Miscellaneous Recording, . I3 Add folder

Ll :  Sun, Apr 122020 at 3:39 PM
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Recordings

¢ All recordings are listed, according to date (newest at the top)

e Recordings can be listed in various ways. e.g. a list or grid
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Settings to enable you to manage your folder can be accessed here.



m:ﬁ- UNIVERSITY OF | Eoweressy | Searchin older "Wy Fokder. Q Dee Scadden -

= CAMBRIDGE @ & Download Panopto Help +
i Home My Folder P - |
I3 My Folder A CRefresh =2 B= == Filterbydate — Show scheduled recordings

=<, Shared with Mo Sortby: Name Duraion Dale v

1B Everyining B Biochemistry Archive B Dee test folder B Miscellaneous Recording... | 13 Add folder

@) In Progress

Sun, Apr 12 2020 at 3:39 PM

an hour ago

Thu, Mar 19 2020 at 2:41 PM

24 days ago
2 Settings | <, Share " Edit i Stats [ Delete

© scheduled B i
0 Browse rf_}_
O

Thu, Mar 19 2020 at 2:23 PM

24 days ago

Recording Settings
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Hover here to see options associated with the recording:

i.e . Settings, Share, Edit, Stats, Delete

Editing arecording

The simplest way a recording may be edited is to trim the beginning and end to remove anything not to be

included in the final recording - 'top and tailing".




e.g. You may have started recording your screen before your PowerPoint has been opened full screen - so

you want to trim off the beginning, where your desktop is on display.

To start editing...

e Click onthe editing icon - hover below the title of the recording in your folder to see the

editing icon

¢ If you have opened the recording, select the editing icon from the top menu (right-hand
side)
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(1) Recordings using one primary and one secondary feed

This is an example where one secondary feed has been used in addition to the primary feed.

Primary feed (speaker) = audio + visual or audio alone



Secondary feed 1 = stream 1 (S1): desktop/PowerPoint

The image below shows the Panopto editor. The recording can be edited to show either the secondary feed
1 or 2 as the default. The secondary stream selected is shown in white in the editor (below the secondary

stream window), while the excluded secondary stream is greyed out
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Primary feed + PowerPoint as Secondary feed
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Editing: |

Editing Tool

In the basic Panopto editor, the scissor tool allows you to remove bits from the recording that you don't want
included in the final film.



e Click on the scissors, then you can 'drag' the left or right hand side of the editing window (below the secondary

feed window) to trim the beginning and end of the clip. The bit(s) to be excluded will be 'greyed out'

e The scissor tool can also be used to edit internal bits of the recording - again, the bits excluded will be shown

greyed out.

e |t's often helpful to use the audio track as an indicator for where the recording needs to be edited.

It's important to note that the edited bits are not actually deleted from the recording, but instead are simply

excluded from the final recording.
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Editing: _

Included

Editing complete

When the editing is complete, click on the 'Apply' label at the top of the screen. This will cause the recording to be

re-rendered, excluding the bits that have been edited out.

e The original recording will be updated to include the edits.

e As the bits edited out are not actually removed, the film can subsequently be re-edited in a different way if

necessary.



Primary feed + PowerPoint as Secondary feed
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Included

The editing window

e The parts that are to be excluded from the final recording are shown as being 'greyed out' These are also
indicated as grey boxes in the schematic diagram at the bottom of the editing window that summarises the

editing.

e The part of the recording to be in the final recording are shown with a white background. These are indicated as

orange boxes in the schematic diagram at the bottom of the editing window ('included').

e The small section in stream 1 (C); desktop) that is greyed out indicates that the editing is ONLY in that stream.

The audio stream (B) remains intact. This section is shown as a blue box in the schematic diagram at the bottom



of the editing window.
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Audio track

The blue arrow (B) indicates the audio track. It is often helpful to use this track when editing the recording.

The audio track allows you to 'see' where someone is speaking (or not!) - so you can tell where the lecture starts and
finishes.



Arrows at the right-hand side:

(A) Primary feed - visual

(B) Primary feed - audio - audio trace is shown
(C) Secondary feed 1 (S1)

(D) Indicates when slides are shown in full screen view (SL)

(2) Recordings using one primary and two secondary feeds

This is an example where two secondary feeds have been used in addition to the primary feed.

Secondary feed 1 (stream 1 (S1)): Desktop/PowerPoint




Secondary feed 2 (stream 2 (S2)): Visualiser

The images below (i-iii) show views within the Panopto editor. The recording can be edited to show either
the secondary feed 1 or 2 as the default. The secondary stream selected is shown in white in the editor

(below the secondary stream window), while the excluded secondary stream is greyed out.

(i Desktop - PowerPoint not full screen (ii) PowerPoint full screen (iii) Visualiser




(i) Desktop - PowerPoint not full screen (ii) PowerPoint full screen

current current
view view

View before full screen PowerPoint

This button allows you to choose which
secondary stream is displayed
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Secondary stream 1 Secondary stream 2
(S1) displayed (S2) displayed

Arrow at bottom and red line indicates position in the recording.

e Primary feed (audio + visual of speaker) is on the left-hand side

(iii) Visualiser

‘ current
view

¢ Secondary feed: the recording has been edited so the default stream being shown is secondary feed 1

(desktop/PowerPoint). This is indicated by the secondary stream 2 being grey out.

moow>

The viewer will see the primary feed and secondary feed 2 (desktop - but PowerPoint not full screen) as default.



(i) Desktop - PowerPoint not full screen (ii) PowerPoint full screen (iii) Visualiser

current
view

View when PowerPoint full screen

This button allows you to choose which
secondary stream is displayed
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Secondary stream 1 Secondary stream 2
(S1) displayed (S2) displayed

Arrow at bottom and red line indicates position in the recording.

e Primary feed (audio + visual of speaker) is on the left-hand side

¢ Secondary feed: the recording has been edited so the default stream being shown is secondary feed 1

(PowerPoint full screen). This is indicated by the secondary stream 2 being grey out.

The viewer will see the primary feed and secondary feed 1 (PowerPoint) as default.

current
view

moow>



(i) Desktop - PowerPoint not full screen (ii) PowerPoint full screen

current current
view view

View is visualiser in use

This button allows you to choose which
secondary stream is displayed
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Secondary stream 1 Secondary stream 2
(S1) displayed (S2) displayed

Arrow at bottom and red line indicates position in the recording.

e Primary feed (audio + visual of speaker) is on the left-hand side

(iii) Visualiser

‘ current
view

e Secondary feed: the recording has been edited so the default stream being shown is secondary feed 2

(visualiser). This is indicated by the secondary stream 1 being grey out.

The viewer will see the primary feed and secondary feed 2 (visualiser stream) as default.

moow>



Arrows at the right-hand side:

(A) Primary feed - visual

(B) Primary feed - audio - audio trace is shown
(C) Secondary feed 1 (S1)

(D) Secondary feed 2 (52)

(E) Indicates when slides are shown in full screen view (SL)






