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How to Record a Panopto Session

Dashboard 1. Open any presentations, documents, applications, or site pages that you would capture
in your Panopto recording so that you have them ready.

Published Courses (5) 2. Sign in to Panopto. You may do so by going to your Canvas course and clicking on the
“Panopto Video” link in your course’s navigation menu.

3. Once you open Panopto from your Canvas course menu, you will see a green button
labeled “create” in the top right of your screen. Click on this.

4. From this drop-down, select the option to “Record a new session.”

Evan's Training Course

Evan's Training Course e If you have not already, download the Panopto installer for your device.

Fall 2020

@ & B 5. Choose the “Launch Panopto” option.

—— Evan's Training Course > Evan's Training Course ¥ Record a new session x
Fall 2020 Search in folder "Fall 2020 - Evan's Tr... Q Create ~ Launch Panopto
. ; Launch Panopto
- If you have Panopto installed, you can launch it from here. (Requires Installatior)
Home () Record a new session
Modul BB Fall 2020 - Evan's Training Course - Record from your Mac or Windows PC
odules If Panopto didn't launch, ensure you've

downloaded and installed the latest
Announcements Sortby: Name Duration Date v Rating version of Panopto below.

Academic Policies
and Resources

Add folder
Panopto

Syllabus Lecture Video Record PowerPoint, video, and audio presentations on your Mac or Windows 1] Rﬁmﬂgiimfa"er
PC. Upload recordings to your Panopto site to share with students and ol P
coworkers.

Grades

People mm Download Installer

1] Windows 7 and up

Panopto Video . 64-bit

11-23 Zoom Class Recording

Zoom % Zoom Meeting ID: 95668594415 - Host: Evan West (He/Him) - Meeting Start:

11/23/2020 @ 4:32 PM - Recording Start: 11/23/2020 @ 4:33 PM - Duration: 0... Download Installer

Office 365 macOS 10.13 and up

LinkedIn Learning

[ Record A Session

6. When you access Panopto from a Canvas — —
course and begin a recording, it will be stored Eocar | Fall 2020 - Evan's Training Course 5
in your course’s Panopto folder by default. If @

you would like to place the recording in a
different folder within your Panopto library, rimary Source Secondary Sources
you may click on the drop-down menu by the
folder option. Choose whichever folder that
you would like the recording to be stored
within.

Session Tue, Nov 24 2020 at 10:41 AM

Recel Webcast

ELLLGERA Y Secondary 2
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7. In the Session field' enter a title for your Video FaceTime HD Camera
. . . Audio Built-in Microphone 3
Panopto recording. The title will default to S

Capture Computer Audio (beta)

the current date and time.

Slides

[k o Saa BB,

Record PowerPoint
Record Keynote
Source  Built-in Display




Record A Session

Choose folder and session name

Manage Recordings

8. In the Primary Source area, make sure
that the correct camera and microphone are
selected. Once Panopto detects your

Fall 2020 - Evan's Training Course n

selected camera and microphone, you will
see yourself, and the volume bar in this
section will populate with color.

Folder
Session

Record

Tue, Nov 24 2020 at 10:41 AM

Webcast

Primary Source Secondary Sources

'Srééor"'déi'flw Secondary 2

9. Your secondary sources will include your
computer’s screen. You may add an
additional secondary source, such as a
second camera. You may change the
secondary source in this section’s drop-down
menu.

Video FaceTime HD Camera

(o)l )

Audio Built-in Microphone

Capture Computer Audio (beta)

10. If you are using a PowerPoint or a
Keynote presentation you may choose for
Panopto to record your slides as well. You
must be in presentation mode for your slides
to be included in the recording.

Slides

Record PowerPoint
Record Keynote

Source  Built-in Display

11. Click “Record” when you are ready to begin. Once you are
finished with your recording. Click “Stop” when you are finished
recording.

e You may pause recording at any time as well.

Recgrding 00:00:10

Record Stop Pause

Recording Complete

)

Session name

12. Once you stop recording, enter a description of your video and click
“upload.”

13. Your video will upload to the Panopto folder that you selected.
Panopto will provide confirmation once the video has been uploaded. Do
not exit your Panopto application until this has been completed.

My Panopto Recording

Located in folder

Fall 2020 - Evan's Training Course

Enter a description (optional)

@ Create New Recording .: PanOptO

This is a description of my Panopto recording that | am creating
for my training course inside of Canvas.|

Only recordings stored on this computer are shown below.  ? Signed in to colum.hosted.panopto.com Sign Out
Session | Date v | Length | Status
My Panopto Recording Today, 2:25:04 PM 00:00:12 Completed

Lecture Video Yesterday, 4:35:54 PM  00:01:05 Completed

Delete and record again Upload

14. Your recording will now appear in Panopto. Your recording can
now be edited and shared accordingly.

Search in folder "Fall 2020 - Evan's Tr... Q

BB Fall 2020 - Evan's Training Course v
15. Please see additional instructions from Academic Technology

for more information on how to edit recordings and share them
within Canvas courses for students to view.

Sortby: Name Duration Date v Rating

Add folder

My Panopto Recording

How to Zoom in Canvas

Academic

Columbia | ?
echnology

COLLEGE CHICAGO




