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How To: Panopto Tutorial (raculty & Staff)

What is Panopto?

Panopto is an easy-to-use tool for recording lectures, speeches, and quick tutorials, and easily making
them available to students, colleagues, and even people outside the University. The software can be
used in classrooms on campus computers that are now equipped with webcams, or it can be installed on
any PC, laptop, or mobile device. With Panopto, you can record your screen and audio, as well as video
from your webcam. All recordings are automatically uploaded to our Panopto server and integrated with
D2L, where they can be shared with your students. Staff can record video to their own personal
Panopto folder and then share out the video for viewing by others.

NOTE: The name Panopto was formed with two Greek words; pan, meaning “all”, and opto, meaning
“see”, or all can see.

Benefits of Panopto
o Versatile: Panopto can capture anything on your computer screen (from PowerPoint
slides to complex animations), document cameras, and video from just about any camera.
Once captured, recordings are processed into an interactive web format as well as audio
and video podcasts that students can watch on any device.

o Integrated: Panopto integrates with our learning management system, D2L. All
recordings can easily be shared as part of your course materials, and students can access
Panopto recordings using their university login ID and password from any device.

e Searchable: Panopto automatically indexes all of your recordings so that students can
find and fast-forward to words that are mentioned in the lecture, displayed on-screen, or
that appear anywhere else in the video.

Getting Started (Faculty)

Because Panopto offers integration with D2L, your first access to Panopto must start from within D2L.
This is necessary so that your video content can be tied to a particular class shell. This next series of
steps needs to be done one time using one of your class shells in order to create your account with
Panopto and tie it to D2L. It doesn’t matter which class you perform these steps with, just that you do it
once. If you desire other classes to be able to have Panopto content added, then you will need to
repeat these steps for each

2 My Home ) IT Lab Technicians ¥ NN . Thomas Watson v {3
class.
Blog [[] Locker i~ Calendar & System Check Help & Admin Taols *
1. Login to MAVzone. IT Lab Technicians
B Classlist [ Grades ©§ Resutsv @ chat W surveys R Helps¥ & Competencies % Edit Course
Access D2L. . — .
News/Announcements | v
2. From the Select a ESpmmmmm=sc R s
W Bookmarks
course... dro p-dOWﬂ, There is no news to display. Create a news item. (1] Goto Content ——

J_—;I‘ Lab Desk -

choose one of your —~

courses. In the Course

Info you should know ]—" Housing Technicians >
fe

Map section, click the Rulls of Netiquette 2 Lab Desk 2 >
. Academic Integrity Policy (2013-2014 Maverick Guide, pg 15-17) .

drOp-dOWn icon to the CMU Web Accessibility i@ ™ ’

right of Course Map. oL Accessiiity

Click Go to Content:
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3. Onthe next screen, notice the Table of Contents area. You can approach this in two different
ways. If you want video content to be linked to a specific module (modules are the “sections” in
the table of contents), you will need to perform step 4 within the particular module(s). Then
when students go to that course module, they will see a choice for Panopto and can view videos
you place there.

If you to want to make video available for the class as a whole, not tied to just a particular
module, then you should consider creating a module for the purpose of holding your videos.
The following steps and screenshots will take this latter approach. Just realize that the steps can
be performed within any or all of the existing modules for your class.

4. Inthe Table of Contents area, click in the Add a module... text box. Type in the name of the
modaule that will hold your Panopto videos. In this example, let’s call the module, Panopto
Content. Press Enter to create the module.

A My Home IT Lab Technicians +
Blog Locker ™ Calendar & System Check Hely
IT Lab Technicians
4 Classlist  [|/ Grades ®@ Results @ ¥ Chat M surveys  ©@ Helps ¥ A Compet
Q Table of Contents ~
B0 overview Import Course ¥ ¢fs Bulk Edit  Related Tools ~ [
N Bookmarks
Lab Desk

Course Schedule

Click in the Add

a module... text
box, type the

and press Enter
to create.

i= Table of Contents a0

Lab Desk 18
name of the
new module LD 1s @ 1ssuesinthetab =
2
Housing Technicians 7

»
¥ Panopto Content

Schedules for the Lab Desk ~

Duties of a Lab Assistant

E Certification

5. Now you will see the new module in the Table of Contents area. It will be selected and to the
right, this module will be shown. The next two steps are VERY IMPORTANT as they will create a
folder on the Panopto server whose name matches your course name. Then when you create
videos, they will live in this folder.

A My Home IT Lab Technicians ~

Blag Locker ™ Calendar & System Check  (©) Help Admin Tools *
IT Lab Technicians
il Classlist | Grades @ Results ¥ * Chat W suveys ©@ Helps¥ 4 Competencies B Edit Course
Q Panopto Content ~ & print & S
Overview A estrictions v put -
- A ption After you create
R Bookmarks <

Course Schedule

i= Table of Contents 40
Lab Desk
Help Desk 15
Housing Technicians

Panopto Content

LN -]

B rhomas watson + 83

&9 Bulk Edit

the module, you
are automatically
brought to it for
adding content.
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6. Click Add Existing Activities and click External Learning Tools. In the next dialog box, click Panopto

Recordings.

IT Lab Technicians ¥

*32 My Home

Blog  [[] Locker = calendar

IT Lab Technician

Search Topics Q

: Overview
M Bookmarks

= Upcoming Events

= Table of Contents 40
Lab Desk 13 d St
Help Desk 15
Housing 7
Technicians
Lab Desk 2

Panopto Content

Add a module...

Panopto Content ~

Add dates and restrictions...

Add a description...

A chat
7| Checklist

& Discussions

D Dropbox

[ External Learning Tools

?| Quizzes

[] Surveys

Add Activity
h v
External Learning Tools

B4 Boock List launch

[¥] cengage-MindLinks launch

B4 macmillan Course Tools launch
% Bulk Edit
B4 McGraw-Hill Campus
RS B4 MyLab & Mastering Tools launch
[¥] MyLab and Mastering launch
ﬂi Panopto Recordings

4] solution Showcase Widget launch

B4 voiceThread

Cancel

B4 Macmillan Higher Education launch

Link Mame

Create New LTI Link

Manage External Tools (Opens in a new Tab)

4

7. After the screen refreshes, you will see the content type, Panopto Recordings, listed in the
Panopto Content module. This next final step is most important as it will cause the folder that
matches the class name to be created on the Panopto server, and tie it to your class. Simply
click the link called Panopto Recordings.

‘L’ My Home

IT Lab Technicians ~

) Blog |_£| Locker

Lab Desk

= Calendar

I Grades t—a Results ¥
Search Topics Q
= overview
N Bookmarks
= Upcoming Events
:= Table of Contents 4

18

IT Lab Technicians

® chat

Panopto Content ~

Add dates and restrictions...
Add a description...

m Add Existing Activities =

& Bulk Edit

[i] Survey

I“I Panopto Recordings - <

Add a sub-maodule...

Click the link,
Panopto
Recordings, to
complete the
folder creation
process.
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Notice how the
folder created
matches the
course name in
this example.

8. Below is what the window will look like after the folder is created. If you don’t do this step, you

will not have the folder and you won’t be able to record any videos for the given class. Repeat
steps 2 — 7 for every class where you want to create and store video content.

LA

. Thomas Watson v 3

*} My Home ) IT Lab Technicians ¥ The CREATE button lets

you create videos that
will be tied to this

Blog [ Locker = Calendar £ system Check Help & Admin Tools =

. IT Lab Techn1c1ans class. Clicking CREATE
simply launches the
Table of Contents © Panapto Content  Panapto Recordings Panopto Recolrde.r, a
[4] Panopto Recordings ~ « separate application.
Once you have
e in folder 1T Lab Techmiciane. 0 < completed the setup of

b folders for your classes,
you can simply launch

Videos you record
for this class will
show in this part
of the window.
Clicking on the
video will launch a
separate browser
tab and begin
playing the video.

" IT Lab Technicians = B ¥ the recorder directly,

and choose from any of
your classes where you
want to store your

MName Duration Date w Rating

video. Discussion of
this process begins on

page 10, Creating
Video Content.

v

Recording to Your Personal Sandbox Folder

All faculty have access to a personal folder known as a “sandbox” folder. You can record to this folder
and decide later if you want to share content directly from this folder or move the recording to an actual
class folder.

1. To set up your personal sandbox folder, simply follow the preceding steps starting on page 2.
But when selecting the class, look for a class called Personal Sandbox — your username. Select
this course and then follow the remaining steps to connect the external learning tool, Panopto
Recordings to this course.

2. Now when you want to record something you don’t want available for viewing, just select your
Personal Sandbox — your username folder in the recorder window, or via D2L, select this course,
go to the module you created to hold your videos, and go to the Panopto Recordings folder.
Begin your recording and it will be saved into this personal folder.
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Getting Started (Staff)

Although your content will not be connected to a course shell, you will perform the following basic steps
in D2L to setup a folder in Panopto which will house any videos that you make.

3. Loginto MAVzone. Access D2L.
4. From the Select a course... drop-down, choose the course labeled Personal Sandbox — your
username.

h My Home Select a course... ¥

IT Lab Technicians - s-technicians

Blog FHl Locker

IT_MMMMOO1_001_201201 - IT_MMMMOO1_001_201201

W81comf panopto-demo - panopto-demo

Perzocnal Sandbox - twatson - =-personal-twatson

Sandbox - Panopto - Meens - s-panopto-meens

News/Announ

5. Inthe Course Map section, click the drop-down icon to the right of Course Map. Click Go to
Content.

#& My Home » Personal sandbox-t... ¥ D -2 ] . Thomas watson v 4F

Blog [}l Locker ™ Calendar 7 System Check  (E)Help ¢ Admin Tools »

Personal Sandbox - twatson

B/ Grades @ Resulis ¥ ® Chat W surveys @ Helps¥ A competencies B Edit Cour:

News/Announcements | ¥ w—

[ Go to Course Builder
3 et W Bookmarks
There is no news to display. Create a news item. L] Go to Content <

There is no content to display.

o Create some content.
Important Policies and People
Info you should know
Rules of Netiquette Updates ~
Academic Integrity Policy (2013-2014 Maverick Guide, pg 15-17) There are no current updates for Personal Sandbox
- twatson

CMU Web Accessibility

6. On the next screen, notice the Table of Contents area. In the text box labeled Add a module...,
type in the name of the module that will hold your videos. For example, type Panopto Videos.
Then press Enter to create the module.

A MyHome D Personal Sandbox - t... % | & % | thomas watson ~ &

Blog || Locker [™ Calendar & System Check (@ Help  <°% Admin Toals ~

Personal Sandbox - twatson

Click in the Add
a module... text
box, type the
name of the
new module,
and press Enter
to create.

= overview
W Bookmarks

51 Course Schedule

= Table of Contents

»
- Panopto Videos

Table of Contents -~

Import Course ¥ & Bulk Edit Related Tools *

Welcome to your course

To copy or impart an existing course package, click Impert Course.
To start creating course content, click Add a module...

Add a module...

= Print $f Settings
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7. Now you will see the new module in the Table of Contents area. It will be selected and to the
right, this module will be shown.

A MyHome ) Personal Sandbox - t... ¥ % &% M thomaswatson -

— _ N
(JBlog || Locker Calendar “ System Check (@ Help ¢} Admin Tools

Personal Sandbox - twatson

I/ Grades  “@ Results ¥ * Chat W surveys 3 Helpsw A competencies B Edit Course
Search Topics Q Panopto Videos ~ & Print # Settings After you create
B overview Add dates and restrictions...  Published the module, you
Add a description... P are automatically
A Bookmarks < b ht to it f
B Course Schedule m Add Existing Activities ¥ & Bulk Edit roug o Ittor

adding content.

Drag and drop files here to create and update topics

iE Table of Contents
Panopto Videos Add @ sub-module...

Add a module...

8. Click Add Existing Activities and click External Learning Tools. In the next dialog box, click
Panopto Recordings.

A My Home » Personal Sandbox - t... ¥

Add Activity x
Blog | Locker ) Calendar A
4= v Link Name Q,
Personal Sandbox - twatson

e

- External Learning Tools
® Results 7 Chat =

8 Classlist | Grades

Search Topics q Panopto Videos -~ [ Book List launch
B overview Add dates and restrictions... ¥ cengage-MindLinks launch
Add a description...
N Bookmarks [ Digication ePortfolic
- Add Existing Activities ¥ &f» Bulk Edit
=1 Course Schedule m isting Activities o By ! ﬂi Macmillan Course Tools launch
P chat
“1 Checklist | crop files her: ] Macmillan Higher Education launch
= Table of Contents
i @ Discussions ﬂi McGraw-Hill Campus
Panopto Videos iesiy [ Cropbox

ﬂi MylLab & Mastering Tools launch
Add a module [¥] External Learning Tools

7| Quizzes [ MyLab and Mastering launch

s .
ﬂ urveys ﬂi Panopto Recordings

ﬂi Solution Showcase Widget launch

Ei \oiceThread

Craate Mew I TT |ink e

Cancel
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9. After the screen refreshes, you will see the content type, Panopto Recordings, listed in the
Panopto Content module. The next step is most important as it will create a folder on our
Panopto hosted site to be created. The name of the folder will be Personal Sandbox -
username. Click the link Panopto Recordings.

h My Home _ Personal Sandbox-t.. ¥

. Blog [} Locker =2 Calendar

Personal Sandbox - twatson

t B Grades t‘; Results ¥ ¥ chat
Search Topics Q Panopto Videos | ~
=l Guznies Add dates and restrictions... Click the link,
-~ Panopto
Add a description... .
R Bookmarks i Recordings, to
= chedul m Add Existing Activities ¥ bzg Bulk Edit Comp|6te the
ourse schedule folder creation
process.
- I"I Panopto Recordings ~ <}
:= Table of Contents 1
Panopto Videos 1 Add a sub-module...

Add a module...

10. Below is what the window will look like after the folder is created. If you don’t do this step, you
will not have the folder and you won’t be able to record any videos.

Ee et & System Check @ Help {3 Admin Tools The CREATE button lets
Personal Sandbox - twatson you create videos that
Wciassist | Grades  °F Resutsy ™ Chat M surveys % Helpsy A Competencies B Edit Cours| will be tied to this
Table of Contents. Panopto Videos Panopto Recordings class. CIiCking CREATE
[4] Panopto Recordings ~ < » simply launches the

Panopto Recorder, a
separate application.

A

Search in folder “Personal Sandbox - pel Create ¥

Personal Sandbox - twatson * B - Once you have
completed the setup of
class folders, you can
simply launch the
recorder directly, and
begin recording. You
don’t have to come
into D2L. This process
is explained further
beginning on page 10,
Creating Video
Content.

Name Duration Date ¥ Rating

Add folder

No matching sessions.

Click here to see all sessions.
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Creating Video Content

1. Launch the Panopto Recorder application from the desktop icon, or via the Start menu, Panopto
folder. (Classrooms have a desktop shortcut for easy access during class).
|

R

Panopto
Recorder

2. The following window will appear. Enter your CMU login credentials and click Login.

@3 Panopte Recorder - m] X

&3 Panopto

CMU Login

Usemame[ |

Password |
G

changs password forgot passwerd

Remember Me (oied o ofine recerig)

3. The recorder will launch and the following window will appear:

&3 Panopto Recorder — [} ®

emud2\twatson
Sign out

(:.1:) Create New Recording (=) Manage Recordings Settings

Session Settings D Webcast .
Click the folder
Session Folder ot 21 | *— button to select
Record Session Name  Tuesday, February 9, 2016 at 12:36:42 PM Wthh folder W|||
Primary Sources PowerPoint &  Main Screen ® receive your

content.

q

Make sure this
folder name isn’t
set to Offline. If
itis, be sure to
change it to the
folder where
you want the
video to upload

Video | HP 5MP Camera ~
Audio | Microphone (Intel® Smart So. ¥

Quality [ standard v
I:‘ Capture Computer Audio

Secondary Sources
Capture PowerPoint Screen capture in progress to after

Capture Main Screen recording.
D Capture Second Screen

Add Another Video Source

Resclution | 1280x 1024 | fps “@——— 4 kbps @——— 34
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4. Inthe top section of the recorder window, labeled Create New Recording, click the folder button
to display all of your course folders. Faculty will have multiple folders based on classes where
they add Panopto content. Staff will have a single folder with a name that reads Personal
Sandbox — username.

S Panopto Recorder — [m] X
@ Create New Recording ) Manage Recordings Settings
Session Settings Webcast
Session Folder  Howto.. n
Record Session Name  Tuesday, February 9, 2016 at 12:36:42 PM
Add a new session or record to an existing session Show only sessions in progress

(=) How to.... (0 Sessions)

@ IT Lab Technicians (0 Sessions)

@ IT Lab Technicians [drop box] (0 Sessions)
@ s-personal-twatson (0 Sessions)

(=) twatson (0 Sessions)

Offline Recording Select offline recording when you have no network connection or your server is unreachable. When

recording offline, you will be able to upload your recording at a later time.

5. For faculty, each of the courses for which you added the Panopto Content module and the
Panopto Recordings activity, (and then clicked on this activity) will appear here as a folder
name. Just click on the Add New Session button for the desired course to create a new
recording in that class folder. All students in this class will be able to see your recording once it
is finished and posted on the Panopto server

Staff will record to their Personal Sandbox - username folder and share content as desired.

6. Now, click the folder button one more time to close this section and continue preparing to
record.

7. Before recording, set the Video and Audio source of the attached webcam. All classrooms on
campus have the Logitech BCC950 ConferenceCam.

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu Page 10
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8. If using this camera, ensure that the following settings (a-c) are configured; otherwise select the
appropriate attached device.

Primary Sources

_ . - f | o
(a) Video = BCC950 ConferenceCam R i 6CC930 ConferenceCam -

(b) Audio = Echo Canceling Audio Echo Cancelling Speakerphone (BCC95(
Speakerphone (BCC950)

(c) Quality = Standard or higher Quality | Standard v

G Capture Computer Audio

9. Adjust the microphone on the Logitech Webcam to capture all audio by sliding the blue dot to
the top.

Primary Sources

10. Verify that the microphone is capturing audio by speaking towards the Logitech Webcam. You
should see the colored scale (to the left of the blue dot) moving up and down. The majority of
what you say should stay in the green to yellow area, but not spike into the red area.

J T
. H
. d

I
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11. There is a text box toward the top of the window labeled Session Folder which contains the
name of the class folder (for faculty) where you initiated the recording. This means that this
video will be associated with this class. All of your students will automatically have access to
this video once it is completely uploaded to the Panopto server.

Staff will use the folder created for them and have to share content separately.

Session Settings

Session Folder Personal Sandbox - twatson

Session Name Tuesday, August 2, 2016 at 8:14:26 PM

Next is the box labeled Session Name, where you can enter descriptive text about the video to
be made. This can be useful when managing a list of videos over time, and is searchable.

12. At the bottom of the window, set the option fps to 30. Now, to begin, click Record.

13. Notice how the toolbar changes once the recording has begun.

: . - a - 2l\twatson
@ Create New Recording ‘=) Manage Recordings ) Settings Sig: ;u'
Communicating With Server | Webcast
Session Folder  twatson n
Session Name  Tuesday, February 9, 2016 at 8:07:45 PM
Primary Sources PowerPoint & Main Screen ®

4

14. During the recording you can Pause and Resume.

= . = - cmud2i\twatson
@ Create New Recording (:=) Manage Recordings Settings Sig: s
Paused 00:00:44
Session Folder  twatson n
Stop Resume Session Name  Tuesday, February 9, 2016 at 8:07:45 PM X

Primary Sources PowerPoint & Main Screen

.

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu Page 12
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15. To end the recording, click the Stop button. The following dialog will appear. You can edit both
the Session name and the description at this point if desired. To upload the recording, click
UPLOAD. Or, you can scrap the recording and try again if necessary.

Recording Complete

&,

Session name

Thursday, April 21, 2016 at 2:18:50 PM|

Located in folder

How to....

Enter a description (optional)

@[ Delete and record again Upload

NOTE: The following function keys can be used to START, PAUSE/RESUME, and STOP RECORDING.
F8 will Start recording, F9 will Pause and Resume, and F10 will Stop recording.

16. Next, the screen will switch to the Manage Recordings tab. This screen will show recordings
that have been uploaded previously, and the current recording being uploaded. The progress
bar will indicate the initial processing of the upload.

(k) Create New Recording Manage Recordings ) Settings

cmud2i\twatson
Sign out

Only recordings stored on this computer are shown below. Manage My Recordings

Uploaded Recordings

Start Time Duration Folder  Session Actions Status / Link

Share
2/9/2016 807 PM  00:01:01 twatson Tuesday, February 9, 2016 at 8:07:45 PM ol e Rere- Bl ISqeyii T "' ekl

17. The screen will continuously update the processing of the video on the Panopto server until
complete.

(k) Create New Recording Manage Recordings ) Settings

cmud2i\twatson
Sign out

Only recordings stored on this computer are shown below. Manage My Recordings

Uploaded Recordings

Start Time Duration Folder  Session Actions Status / Link

Chare
2/9/2016 8:07 PM  00:01:01 twatson Tuesday, February 9, 2016 at 8:07:45 PM [T ll [ESSTeyi el ~ " frlehuil
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18. Once the video processing has completed, there will be no more status indicator and the video
is now ready for viewing and/or sharing.

(M) Create New Recording Manage Recordings Settings

Sign out

Only recordings stored on this computer are shown below. Manage My Recordings

Uploaded Recordings

Start Time Duration Folder  Session Actions Status / Link
2/9/2016 807 PM 00:01:01 twatson Tuesday, February 9, 2016 at 8:07:45 PM Delete Local 40l  Share Edit View (default)

Viewing Video Content
Viewing Panopto videos is as simple as clicking.

1. Just point and click the video you want watch. A new browser tab will be opened and the
Panopto viewer will launch and the selected video will be opened by the player as the graphic
below depicts. Panopto is a versatile product allowing multiple sources to be input during
recording including one or more cameras, computer, PowerPoint, and extended monitors. The
results are seen in the player where you can choose from the different inputs as you view the
playback. In the graphic below, this recording has two inputs, audio/video, and a PowerPoint

slide show.
16 in Personal Sandbox Help ~ your name Sign out

Video ]

playback F.uII size

area. viewer for
secondary
input
source.
In this
example,
each slide
appears as

Choose the video

between = plays.

Contents, 10 reasons to visit your librarians 0:00

Notes, or Reason #1 0:10

Bookmarks, S o > B O P —

to navigate Reason #3 023 d Quaty Sides Hide Player

quickly to Reason #4 027 3 controls,

indexed Reason #5 031 i thumbnail

sections of Resson #6 041 for quick

the video. o . B L navigation.
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Posting Videos
1.

For faculty recording videos into a class folder, if you access the Panopto Recordings activity
from the Panopto Content module, you will see the video that was just uploaded. This video is
available to you and all enrolled students of the class automatically. Nothing else needs to be
done. Just click on the thumbnail of the video to play it back.

*# My Home ) IT Lab Technicians v L AW AR

. Thomas Watson v &

Blog [T Locker 7 Calendar & System Check ) Help & Admin Tools v
5 o
IT Lab Technicians
B Classlist | Grades @ Resultsw ® chat W surveys 8 Helpsw = Competencies ' Edit Course
Table of Contents Test Panopto Recordings
[4] Panopto Recordings ~ ST
Search in folder "IT Lab Technicians pel
P
i oo 1. ¥ . Bl
IT Lab Technicians ~ a2 o (]

Name Duration Date v Rating

= = Thursday, October 1, 2015 at 10:53:14 AM

IT Lab Technicians
e SN —
o Test iPhone Recording
0 IT Lab Technicians

2. Staff recordings, and faculty personal recordings do require being shared in order for people to

be able to view them. From a web page, go to https://coloradomesa.hosted.panopto.com and
login. Locate the video you want to share and click the Share icon.

': Panopto Search in folder “Personal Sandbox -.. 0
All Sessions 37 @ Personal Sandbox - twatson
) Processing C Refresh :i Filter by date [ show scheduled recordings
O Name Duration Date v Rating
® scheduled
Add folder
Bookmarked
O ”'— ™ Friday, February 12, 2016 at 8:33:13 AM
¥ Folders
personal Sandbox - twatson .
wELEGiE With the
All Folders = = = Settings Share Edit Stats Delete

- video shown
Search all folders.. o —

that you want

B Get Started with 21 to make
Panopto
8 Howto... 1 available to
> 8 T Lab Technicians 2 others, click
» B panopto-demo 2 ~ the Share
B8 personal Sandbox - 1 icon.
twatson

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu
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3.

In the dialog box that appears, notice the Who has access section. The top bar of this section

indicates that Specific People have access and those specific people are listed below. The video
in the screen shot below is only viewable by its creator as only that name appears as having
access. As you add specific people, they will be added to this list.

[®] Friday, February 12, 2016 at 8:33:13 AM

Qverview

Outputs
Streams
Search
Captions
Manage

Log

Learn more

X

Link | Embed

https://coloradomesa hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=ebf3facd-68a0-45ec-b061-75b22318b7

Who has access:

This session inherits permissions from its folder: Personal Sandbox - twatson

a Specific people .
Only specific users and groups can view.
I} s-personal-twatson:Creator Can create
IR s-personal-twatson:Viewer

Invite people:

Enter people, groups, usernames, or email addresses...

To add a specific user, click in the Invite people text box and begin typing the last name of the

user. The name will be searched and several choices will be presented. Always choose the
name that includes the first and last name, the text (cmud2l\username) and shows the email
address unless sharing to an outside user (non-D2L users). For outside users just type their email

address.
[2] Friday, February 12, 2016 at 8:33:13 AM Learn more X Friday, February 12, 2016 at 8:33:13 AM Learn more X
Qverview i .
ervie Link | Embed Overview Link | Embed
Outputs https://color hosted.panopto pto/Pag: r.aspxlid=ebf: Sec-b061-75b2231 e Fttps://color: hosted pancpto.com/Panopto/Pages/Viewer.aspxlid=ebfaface 45ec-b061-75b2231
Streams o
Streams
Search Who has access:
Centions ) o . . Search Who has access:
P This session inherits permissions from its folder: Personal Sandbox - twatson P
Manage ‘eptions This session inherits permissions from its folder: Personal Sandbox - twatson
. Manage
Log a Specific people - N
Log o
Only specific users and groups can view. b a8 SpECIfIC people -
Only specific users and groups can view.
I s personal-twatson:Creator Can create

I} s-personal-twatson:Viewer

Invite people:
watson

1} sandbox - Panopto - Watson:Viewer
& Ashley Watson(cmud2l\aawatson)
4 Jasmine Watson(cmud2l\jvwatson)
& Student Watson(cmud2l\swatson1)
A& cmud2i\tfwatson315@

I} s-personal-twatson:Creator

I\ s-personal-twatson:Viewer

Invite people:

twatson@coloradomesa.edu *
aawatson@mavs.colorado...

jvwatson@mavs.colorado...

swatson1®mavs colorade.. Add a message here if desired.

o Ea— ‘ 4 Thomas 1d2l

twatson@coloradomesa.e.

4 twatson@coloradomesa.edu

twatson@coloradomesa.e...

v e mmeees Ml Send and save changes [NOETTEE

—

Can create

Notify people via email

5. Click on the name and the second dialog box will appear as shown above. Notice that the Notify
people via email option is selected. You can add a message if desired. Add additional people if
desired and click Send and save changes when finished adding users.

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu
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6. Below is how the dialog will appear now that a new user has been added to view this video.

] Friday, February 12, 2016 at 8:33:13 AM Learn more X
Overview Link | Embed

Outputs https://coloradomesa.hosted.panopto.com/Panopf ges/Viewer.aspx?id=ebf3fac4-68a0-45ec-b061-75b2231
Streams

Search Who has access:

Captions This session inherits permissions from its folder: Personal Sandbox - twatson

Manage

Log

& twatson@coloradomesa.edu twatson@coloradomesa.edu X
I} s-personal-twatson:Creator Can create

I} s-personal-twatson:Viewer

Invite people:
Enter people, groups, usernames, or email addresses...

Your changes have been saved

Specific people

Only specific users and groups can view.

7. The invited user(s) will
receive an email that
contains a link to view
the video as shown in

the following
screenshot:

8. Clicking this link will launch the Panopto viewer in a web page and this video will load and start

playing.

v

o
- T [Panopto] Thomas Watson has shared "Friday, February 12, 2016 at

(WS O Tell me what you want to do...

a X @k Q % |Everera g B | Qi | B 2 Q

TESTFOLDER |- M I Categorize -
= = Move Translate Zoom
Eg -~ |53 To Manager = ER~ | I® Follow Up~ [

. Delete Reply Reply Forward
Al

Delete Respond Quick Steps ] Move Tags 5 Editing Zoom
Thu 4/21/2016 3:52 PM
Panopto <noreply@panopto.com>
[Panopto] Thomas Watson has shared “Friday, February 12, 2016 at 8:33:13 AM" with you

M watson, Thomas

Thomas Watson has shared a Panopto session with you. Click this link to watch "Friday, February 12, 2016 at 8:33:13 AM":

hitps://coloradomesa.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=ebf3fac4-68a0-45ec-b061-75b22318b72d

Message:

Add a message here if desired.

9. Other options for sharing include the following:

Who has access:

In Specific people

Anyone at your organization

Anyone with the link

& ®

Public on the web

This session inherits permissions from its folder: Personal Sandbox - twatson
Only specific users and groups can view.
@ Anyone at your organization with the link
(==

Unlisted, anyone at your organization who has the link can view.

Anyone at your organization <an find and view.

Anyone at your organization with the link; the
video will not appear on our Panopto website
(coloradomesa.hosted.panopto.com), but with

the link, anyone at CMU can view the video.

Anyone at your organization; video will show up

on our Panopto website for all CMU users.

Unlisted, anyone who has the link can view. No sign-in required.

Anyone with the link or Public on the web, are
similar to the above but apply to anyone outside

Anyone on the Internet can find and view. No sign-in required

of CMU.
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Enabling a Class Assignments Folder (Faculty)

There may be times when you want your students to record videos with their own Panopto login. The
videos are still tied to your class, but the student can only view their own recording while the professor
can view all student recordings. This is done by enabling the assignments folder in Panopto for a given
class. The assignments folder becomes a subfolder to the class folder. Then a student can login to
Panopto, create a recording, and it will automatically upload to the assignments folder for that specific
class. Keep in mind that students do not have CREATOR access without this feature enabled, so unless
you set up the assignments folder for a given class, they will not be able to record with their Panopto
login. (Formerly this was called the drop box folder. To avoid confusion with other uses of the term
drop box, Panopto has changed the name of this folder to assignments.)

For example, let’s say a speech professor wants all 20 students in a given class to record their speech
during class such that each speaker can only see their own video, while the professor can see all the
videos. First, the professor must enable the assignments folder for the given class folder and then each
student needs to login to Panopto as themselves, make the recording and then logout of Panopto so
that the next student can use their own login credentials. In this way all 20 videos will be viewable by
the professor, but students will only be able to see their own.

With this feature enabled, students can also create recordings outside of class using any Internet
connected computer or mobile device. By downloading the Panopto software from
https://coloradomesa.hosted.panopto.com, students can install it on their device and record wherever
they are. See Setting up Personal Computers and Mobile Devices for further information.

Enabling the Class Assignments Folder

1. You can enable this feature from within the Panopto Recordings screen within D2L, or from the
Panopto Recorder window.

2. From the Panopto Recordings screen in your course shell, with the correct class folder chosen,
notice the Settings icon (gear shaped) to the far right side of the course name folder.

A My Home

Blog Locker ™™ Calendar  System Check Help Admin Tools ~
IT Lab Technicians
& Classist Grades  ®f Resultsw

[#] Panopto Recordings ~ @ « >

@ »
Course Name [
Folder —» IT Lab Technicians ¥ S

- m Settings Icon

=
<=
COLORADO MESA
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3. Click the Settings icon and the Settings window for the given folder will appear:

8 [T Lab Technicians X

m Folder Information

Share

Name IT Lab Technicians  Edit
Settings
Order Parent folder --Top level folder - Edit
Manage
Description
Edit

Assignment Folder

Create Assignment Folder

An assignment folder is a subfolder that shares its user list with its parent folder, but gives
the users some additional privileges.

Assignment folders enable Viewer users in their parent folder to create and manage their
own content, while preventing them from viewing other users’ content that has not been
explicitly shared or made public.

4. Click the Create Assignments Folder option.

5. The window will change to the following:

B |T Lab Technicians X

m Folder Information

Share

) Name IT Lab Technicians  Edit
Settings
Order Parent folder -- Top level folder --  Edit
Manage
Description
Edit

Assignment Folder

IT Lab Technicians [assignments] Delete

An assignment folder is a subfolder that shares its user list with its parent folder, but gives
the users some additional privileges.

Assignment folders enable Viewer users in their parent folder to create and manage their
own content, while preventing them from viewing other users’ content that has not been
explicitly shared or made public

6. Click the X button to close this window.

7. Now, when a student logs into Panopto with their own credentials, they will have a Create

button when they access the class folder. Any videos they record will go directly into the folder

called Course Name [assignments]. You will be able to see all the videos that are recorded
there, however each student will only be able to see the videos that they recorded.

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu
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Students Recording to the Assignments Folder

Now that you’ve enabled the assignments folder, follow these steps for the classroom scenario where
you want all students to record to this folder during class.

1. For the most efficient use of time, first the professor should log into the lectern PC.

2. Next, have the first student open Panopto from the desktop shortcut.

-

Fly
Panopto
Recorder

3. Before actually logging in ensure that the checkbox to the left of Remember me is not checked
(this option is checked by default). Have the first student log into Panopto entering their user
name and password and click the Login button.

€3 Panopto Recorder — a x

¢3 Panopto

CMU Login

Usemame[ ]

Passwod |
B —

changs password forgot password

Remember Me (required for offline recording) m

4. When the recording is complete, the student must perform the following steps in order to
permit the next student to login. First, click the Sign Out option. Next, click the X to completely
close the Panopto recorder window which ensures a complete log out.

crnudZhddodson

Sigm out

5. If both of these steps are not performed, when the next student launches the recorder they are
likely to not be prompted to login with their own account, and instead will be logged in as the
former student. To correct, follow step 4 as stated above.
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6.

When the next student launches Panopto, they should first see the login screen from step 3
previously. Follow the steps to login correctly and when the recorder window opens, the
student should verify that they are successfully logged in by verifying the username in the upper
right hand corner (after cmud2l\).

cmudZlvonash
Sign out

Now this student can make their recording. Each subsequent student should follow steps 2 -4
in order to record into the assignments folder using their own account.

Each of these videos is only viewable by the student who made the video. Of course the
professor can see them all.

Students Recording to the Class folder

In this scenario, the professor wants the students to record their videos directly into the class folder so
that all students can see everyone’s videos. This can only really be done in the classroom setting.

1.
2.

First, the professor must login to the lectern PC.
Next, the professor launches the Panopto Recorder and logs in with his/her own account.

Each student will start a new recording session in the recorder window and stop it when they
are finished, leaving the Panopto window open for each subsequent student.

With all students recording under the professor’s Panopto login, all videos will be placed directly
into the class folder and later all students can view any of these videos. Of course, the professor
can see all of the videos as well.
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Sharing a Video Between a Speech Professor and a Milestone Professor

Scenario: A speech professor and a milestone professor need to grade the same speech for a student

enrolled in class with both professors. Essentially, the speech professor will need to share the parent

folder for their class with the milestone professor and then the student will create and submit a Word
document containing the video link to the milestone professor. If the speech is located in the

Assignments folder, the access level must be CREATE.

Speech professors should perform the following steps:

1. Inyour web browser, log in to coloradomesa.hosted.panopto.com.

2. Forthe given class, select the parent folder (not the assignments folder) as in the example below.
Then click the gear icon.

® PANOPTO 0  PaulaCasey -
@ All Sessions @ ESSL200-001-28561 Essential Speech [assignments] - @{
€ Processing C Refresh :; =FE Filter by date Show scheduled recordings
©® Scheduled el
B Bookmarked No matching sessions.
& All Folders Click e to see all sessions.
* Folders
Parent 2k :
folder for Y. ESSL200-001-28561
this class '
8 E551200-001-28561
Essential Speech [assignments]

3. Inthe next dialog box, click on Share. Now, in the Invite people section, enter the name of the
milestone professor. The dialog will produce a short list of possible names. Locate the correct name
and be sure to choose the one that includes cmud2l as part of the name.

@8 ESSL200-001-28561 Essential Speech Learn mor Bm £S5L200-001-28561 Essential Speech X
Overview Link | Embed varvi Link | Embed
—> = I hostedpancpt N p , foldeniD=77b7d 151 @ https://colaradomesa hosted panopto.com/Pancpto/Pages/Sessions/List aspxolderiD=77b7d 16f-a0 de-dccd-9c00
Settings ttpsi//c asted panopta.c: /Pages/Sessions/Listaspx?folderD=77b7d16f-as|
;; Who has access: :w‘ : ' Who has access:
Only specific users and groups can view or edit sessions in the folder.
MR ESSL200-001-28561 Essential Can create
IR ESSL200-001-28561 Essential .. Can creatq ; X .
I} ESSL200-001-28561 Essential .. Can view B 951200007 28501 Essential Canview "
. Invite people
———————— P Invite people:
Sue Woodworth »
woodworth| L :
| & sue Woodworth(cmud2hswoodwor) swoodwor@color;
4 Sue Woodworth(swoodwor@coloradomesa.edu) swoodwor@color] Notify pecpl
£ cmud2l\woodworth S Cancel

4. Change the access from Can view to Can create (required if videos are in the Assignments folder).

5. Clear the checkbox to send an email. Instead, just coordinate with the milestone professor that they
will have access to the videos. Click Save changes.
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Professors Grading Panopto Speech Videos

1.

Open the D2L class Dropbox and locate the outline document for a given student. Drag highlight
the link in the Comments box, then right-click on the highlighted text and in the menu click the
command that reads “Open link text”. This will create a new tab in your web browser and take

you to the video for viewing purposes.

Folder Contents

“Drag highlight” is a
term that means to
highlight text using
your mouse. Simply
locate the cursor at
the beginning or end
of the selection, press
and hold the primary
mouse button, and o
drag across the text
to be selected. Then >
release the mouse > o g

button. C —%H%Ahhm
2. Next, back on the D2L Dropbox page, click the document link for the outline to so you can view

that document and enter grading notes. You should have the video in a separate browser tab
and the outline in its own browser tab

TIP: Point to the tab with the video and drag and drop it out of the browser tab bar. This will
put this page in its own window. Now, drag and drop the title bar of this window and touch the
cursor to the far right side of your screen. The window will automatically resize to % the screen
width and snap to the right half side of the screen. Perform the same technique to the other
browser window currently showing the student’s outline but drag and drop it to the left side of
the screen; cursor must touch the left edge of the viewable screen before it resizes and snaps.
Now you have a split screen view showing both the outline and the video.

If you are on Windows 10, after you snap/resize the first window, you will be presented with a
tile display of all other open windows. Just click the window containing the student’s outline
and it will snap/resize to the left side of your display.

NOTE: If you find a file in the dropbox without a comment, download the file, open it in Word,
and then you can simply CTRL+Click on the link at the top of the outline.
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Setting Up Personal Computers and Mobile Devices
Panopto is available for Windows, OS X, iOS, and Android.

Installing the Recorder Software for Windows

1. On your PCopen a web browser and go to https://coloradomesa.hosted.panopto.com. Make
sure the box labeled Sign in using is set to Colorado Mesa University and then click Sign In.
': Panopto Search slides, notes, captions and more 0 Help -
Capturer manage; and SearCh a” Sign in using Colorado Mesa Univer [+
your video content. <«
Browse Learn more

2. Enter your MAVzone user credentials and click Login.

CMU Login

Usemame | |
Password| |

Login <

change password forgot password

3. Look toward the upper right-hand corner of the window for the Download Panopto link. Click

this link.

Your Name v
» &3 Download Panopto Help ~

4. Now click Download Installer for Windows 7 and up.

> Ml Download Installer
n Windows 7 and up

Download Installer
OS5 X 10.0 and up

Download Installer
05 X 10.8
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5. Click Save File if prompted. Double click on the panoptorecorder.exe file once the download
completes.

Opening panoptorecorder.exe >

You have chosen to open:

[#Z] panoptorecorder.exe

which is: Binary File (6.7 MB)
from: https://d2y36twrtb17ty.cloudfront.net

Would you like to save this file?

6. The Destination Folder installer window should look like this. Be sure to confirm the Panopto
Web Server as shown below. Edit if necessary but accept all other defaults. Click Next to

proceed.
f&.‘ Panopto for Windows (32 bit) Setup — X
Destination Folder
Click Mext to install to the default folder or dick Change to choose another. c
Install Fanopto for Windows (32 bit) to:
Change...

Storage location for recorded content on this computer:

|C: \PanoptoRecorder’|

Panopto Web Server:

|co|oradomesa .hosted.panopto. com

5.1.0.27307 Back Cancel

7. Click Install when prompted. Once complete, close the installer.

‘_'@ Panopte for Windows (32 bit) Setup - >

Ready to install Panopto for Windows (32 bit) c

Click Install to begin the installation. Click Back to review or change any of your
installation settings. Click Cancel to exit the wizard.

Fanopto makes use of open source software,

5.1.0.27307 Back Install Cancel
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Installing the Recorder Software for Mac OS X
1.

On your Mac open a web browser and go to https://coloradomesa.hosted.panopto.com. Make
sure the box labeled Sign in using is set to Colorado Mesa University and then click Sign In.

': Panopto Search slides, notes, captions and more 2 Help ~
Ca ptu re, manag e, and SearCh a” Sign in using Colorado Mesa Univer lV
your video content. «—

Browse Learn more

2. Enter your MAVzone user credentials and click Login.

CMU Login

Usemame |
Password| |

Login <

change password forgot password

3. Look toward the upper right-hand corner of the window for the Download Panopto link. Click

this link.

Your Name v
» &3 Download Panopto Help ~

4. At the next window, click the correct download for your version of OS X.

M Cownload Installer
u Windows 7 and up

I Download Installer
05 X 10.0 and up
Download Installer
_
05 X 10.8
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5. Once the download completes, open it from your Downloads folder. This will launch the
installer. Click Continue on the first and second prompt.

W Install Panopto Recorde

e

You will be guided through the steps necessary to install this

@ Intreduction software,

Destination Selecil
Installation Typ
Installation

Summary

" Continue

¥ Install Panopto Recorder

sonts o (.

Select the disk where you want to ingtall the Panopte

A 0
Ceseetaien Aecorder software.

+ Destination Select

Installation Typ: o
Installation i
Sumrmary

Macintesh HD
964.01 GB available
999.88 GB total

Installing this software requires 5.4 MB of space.

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

i

Continue

6. When prompted supply your administrator

username and password and click Install Software.

~

Lﬂ

Username:

Password:

Installer is trying to install new software. Type an
administrator’'s name and password to allow this.

Cancel Install Soﬂware

7. The software should begin installing. Once complete click Close.

W [nstall Pa

Introduction
Destination Sel
Installation Typ
& Installation

& Summary

1opto Recorder

meintan v R .

The installation was successful.

The software was installed.

Close
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8. Launch the Panopto application.

Panopto

9. The following item needs to be entered manually one time before you can begin using the
recorder. In the Server field type coloradomesa.hosted.panopto.com. Notice the Providers
field says Get Providers for Server. Click on field to make the app search for providers.

@ Manage Recordings
— Server: coloradomesa.hosted.panopto.com
(@ ) Create New Recording Providers: Get Providers for Server l: Panopto
Login:
Password: Not signed in Sign In

Save Login and Password
Quit

Welcome to Panopto. You must log in before using the
application for the first time.

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

10. Two choices will appear. Be sure to select Colorado Mesa University D2L from the list. Do not
select Panopto.

® Manage Recordings

Server: coloradomesa.hosted.panopto.com

':\ '::' Create New Recording Providers v Panopto d .3 PanODtO
— Colorado Mesa University D2L

Login.™

Password: Not signed in Sign In
Save Login and Password

Quit

You currently have no recordings on your system. To create a new recording,
click the ‘Create New Recording' button.
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11. In a moment the window will change and you should now see the CMU login portal. Type in
your MAVzone credentials and the click Login. Check the Save Login and Password if you want
Panopto to remember your credentials.

Manage Recordings

Server: coloradomesa.hosted.panopto.com

Providers: = Colorado Mesa University D2L H

CMU Login

Username yourname

Password ssssssssses

Login | «—-

change password forgot password

Save Login and Password Quit

Log in through the provider page to get your CourseCast
credentials.

12. If successfully logged in you will see Signed in to coloradomesa.hosted.panopto.com in the
upper right hand corner of the window. This installation and configuration is now complete.

@ | Create Mew Recording ': Panﬂﬂtﬂ

Signed in to coloredomesa. hosted. panopto.com Sign Ot

You currently have no recosdings on your system. To creals & new recording,
click the 'Creata Mew Recording' button.  Managa Online Recoerdings
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Installing the Recorder on iOS

1. Open App Store on your iOS device. Tap the Search function. Enter Panopto into the search
box and tap Search.

T-Mobile & 9:30 PM % . eecco T-Mabile = 9:30 PM 100%

Thursday V'] Q. Panopto (]
4 il
2 s .
panopto mobile

Messages Calepdar Notes Clock

v n ' panopto

Reminders Photos Camera

» &

Weather Wallet Stocks Videos

A 5

e
iTunes Store FaceTime Utumes News

mgo gwertyuiop
asdfghjk I

Settings . Apple Store Find iPhene Ul D W G D T - - "

Phone Safari L ) G _

2. Once the Panopto app is found in the App Store, tap the download button. The app will begin
installing and when complete will display the OPEN button. Touch OPEN to launch.

ee000 T-Mobile & 9:31PM 100% .- #0000 T-Mobile = 10:11 PM 96%
. Panopto (%] . Panopto (%]
Related: business card scanner> woocommerce > Related: graphic design photoshop> office>  off

p— oo (e e ——

Panopto

Showcase Videos O,

Showcase Videos O

1l

Loyola University Maryland -
From Subprime Meltdown to...

Panopto Brand Video
20,2015

Student Presentation 2014
B & Srowcase Videos +
‘Spanish-Language Student
tion
£ - case Wdeos E3)

%
®
o
(i

W @ Q L w B © Q ¢

Search
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3. Panopto will initially open in a guest user mode. Tap on the three lines (in the upper left-hand
corner). Tap Sign In.
00000 T-Mobile & 9:32 PM 100% [y ee000 T-Mobile = 9:32 PM
e All sessions Q
Sign in
The Panopto Story
September 29, 2013
B We[COme tO PanOptO '!' —
= " All sessions
it S P d0D 8 Browse
Panopto Overview 2013
—— May 15, 2013
= i Welcome to Panopto ¥
Panopto Sample - Customer
Service
October 24, 2012
i Welcome to Panopto 2
Panopto Sample - Biology 201
Insect Anatomy Lab (Pre-Lec...
/) October 14, 2012
i Welcome to Panopto o
4. Inthe Address field type: coloradomesa.hosted.panopto.com and then tap Sign In (this setting
will be remembered). You should now be re-directed to the CMU login system. From the
Account drop-down, select Colorado Mesa University D2L then tap Sign In.
Cancel Panopto site Signin | ¢—— Change site Sign in Skip |€¢——

adomesa.hosted.panopto.com|

Your Panopto site is where you normally
watch Panopto on the web

PanoptoMobile.hosted.panopto.com .

Signing in to coloradomesa.hosted.panopto....

Account

[Colorado Mesa University D2L n

ajwiejritjyjujljolp
a s d_‘f g h’ ] _k‘I
_aBousoa
123 @ T Done
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5. Type in your MAVzone username and password then tap Login. You should now see your
sessions (or videos) listed chronologically (from most recent to oldest). This installation and
configuration is now complete.

0000 T-Mobile = 9:34 PM 100% (>

—
—_—
—

Change site Sign in Skip
All sessions Q

CMU Login

Ten Reasons to Visit your

T — s |

D | July 26, 2016

Passorg T v

(Login ) ¢——— —==—==| Test Recording Lib Conf. Room
-:% July 22, 2016
change password forgot password ..
— = @ Personal Sandbox... ¥

=== Navigating ePay 1 - Logging in
=l July 14, 2016

Wekcome o Nvigating
opayVideoSeries

< Done &= 3
Navigating ePay 2 - Current
1 2 3 4 5 6 7 8 9 O Student Payment Plans
- July 13, 2016
. . &= J’
-/ s () $&@" -
= ? | ! 3
#+ ) & Monday, May 23, 2016 at

11:02:42 AM

ABC space May 23, 2016
. =) 3
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Installing the Panopto App on Android
1.

Launch the (Google) Play Store app from your Android device. In the Play Store search for
Panopto.

panopto

opto mobile

P
S
Q
Q

Q

business
Papen Artist
4

PlayBooks Play HEVAVIOIES
Newsstand &IV,

panoramic panoply panopto @)
(2 (34 )(5) (8 )( 9 J( 0]
goononooan
Apps
4 | a]sJafifofn]ifr]ija
= (2] <Jofv]o]nfm]
Smart Video Editor Video Player Voice Search

2. When the Panopto application appears, tap it. Then with the application shown, tap Install.

[a] Saving screenshot

9:02 PM
& panopto e
Panopto 4 Webcast
Panopto, Inc. Studio
Vevent.com Panopto
28 % FREE 37 %
Panopto, Inc.
 Everyone
INSTALL EEEEE—
Panopto for Android lets you access all of your organization's video
content
Copied to clipboard
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3. Touch Accept to proceed with installing the app. The download status will be shown.

Panopto
Panopto, Inc
€ Everyone *

Panopto
needs access to

Download pending X

B Photos/Media/Files v
Google Play ACCEPT ﬁ
THOUSAND
Downloads 2562 Business Similar

Panopto for Android lets you access all of your organization's video
content

“e WHAT'S NEW

- Added Panopto Remote Control feature to record using your
organization's Panopto Remote Recorders

- Fixed bugs

Copied to clipboard

READ MORE

4. Once the download has completed the application will begin to install. When complete, tap
OPEN to launch the app.

* Installing "Panopto”

Panopto Panopto
Panopto, Inc Panopto, Inc
€ Everyone € Everyone

Downloads 2562 Business Similar Downloads 2562 Business Similar

Panopto for Android lets you access all of your organization's video

Panopto for Android lets you access all of your organization's video
content.

content

315 WHAT'S NEW 2 WHAT'S NEW
- Added Panopto Remote Control feature to record using your - Added Panopto Remote Control feature to record using your
organization's Panopto Remote Recorders organization's Panopto Remote Recorders

- Fixed bugs - Fixed bugs

READ MORE

READ MORE
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5. The Panopto app should look similar to this when it first opens. It will initially open in a guest
user mode. Tap Sign In, type coloradomesa.hosted.panopto.com for the Address, then tap OK.

1 Ly &8 N 7§ 9:05PM
l3 All Sessions SIBNIN.  Q H

September 2013

Set your Panopto site

The Panopto Story
September 29, 2013 Address: cnlnradnmesa.hnsled.panupm.cuml

= Welcome to Panopto ‘our Panopto site is where you normally watch Panopto on the web|
2 AriBixhorn

May 2013

Panopto Overview 2013
May 15,2013
i Welcometo Panopto

2 AriBixhorn

Cancel

October 2012

Panopto Sample - Customer Service coloradomesa.hosted.panopto.com

October 24,2012

= WecometoPanopte (3)(4 J{5)(6)(7)(8 (90
2 AriBixhorn

affwie gannnc
ooonan o E3
Panopto Sample - Biology 201 Insect
S e S L LI-L LT

October 14,2012

% - a English( - -
I Welcomeo Panobt) = X . ﬁ

2 AriBixhorn

6. Select Colorado Mesa University D2L then tap Sign in. Next, type your CMU username and
password. Tap Login. If successful, the Panopto app will begin loading your sessions and
folders. At this point the installation and configuration is complete.

N 7 m9:07PM W™Dy 3 @B N % m9:10PM ™y + &8 N 19:11 PM
I: All Sessions Q H
Yesterday
| My Recording

August4, 2016
& panopto-demo [drop box]

2 Thomas Watson

Sign In Sign In @
Signing in to coloradomesa.hosted.panopto.com Signing in to coloradomesa.hosted.panopto.com July 2016
User Sign-in CMU Login Ten Reasons to Visit your Librarians
T = July 26,2016
Sign in using |Colorado Mesa Universit 4 Username ] e — ~ Eee e
Password[ your librarians 2 JayBallenberger
sssword  forgot passwor 1:32

Test Recording Lib Conf. Room
July 22,2016
@ Personal Sandbox - twatson

2 Thomas Watson

Navigating ePay 1 - Logging in

July 14,2016
Welcome to Navigating
ePay Video Series

@ abizer

How to log-in 2 Amanda Bizer
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Recording from Mobile Devices.

With Panopto installed and configured on your mobile device, you are now ready to record.

NOTE; unlike recording on a campus computer, you must keep the Panopto application running on your
device during the entire upload process, which begins after you stop recording. Of course network
connectivity must remain during this phase as well. If you close Panopto prior to the upload process
completing it will fail. Also ensure that you have adequate battery power, or access to AC power, for
the process to complete.

Recording from an iOS Device.
1. Open the Panopto app. If you are signed in you should see your sessions (videos). If you have
not yet signed in, review the Installing the Recorder on iOS section. Once signed in, tap the
three lines icon to reveal the Record and upload choice.

ee000 T-Mobile = : 56% Il ) ee000 T-Mobile = 2:54 PM

980

Game Center 1Password Health Authenticator

Q, . amazon
R .

Amazon  AmazoriMusicAmazonVideo Business

-y by
e e B

e

Starbucks T-Mobile T... RD Client Classic

cmud?2l\tw... Signed in

~1  All sessions

n Recently watched

™ Browse

Record & upload

Panopto
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How To: Panopto Tutorial (raculty & Staff)

2. Tap Record & upload. Choose the folder where you want to store you video. Tap the folder
name. Enter a session name, title, for your recording. Tap Start Recording.

ee000 T-Mobile = 2:55 PM 56% h ee000 T-Mobile =
=  Create and upload Cancel Record
Create a new recording in:

- How to....
( Start recording 4—)——

. panopto-de...[drop box] ( Choose a video J
‘ Browse New session in How to....
B ave sasson (Title My First Recording J

3. If prompted to grant access to your camera and/or microphone, you will need to agree to this
access. Follow the on-screen prompts and make sure both camera and mic have access.

4Back to Panopto 3:01 PM 56% M)

£ Settings Panopto

ALLOW PANOPTO TO ACCESS

Microphone

O
Bl Camera O
| @)

No Camera Access Cellular Data

To record, allow Panopto to access
your camera. Open the Settings app

and go to Privacy > Camera. PANOPTO SETTINGS
Canicel Settings Version 51.1.27972
Upload on 3G/4G Data L
High quality recordings O

Attributions
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4. Now, you will need to switch back to Panopto, return to the Record screen, enter a title for the
new session and tap Start Recording. Line up your shot and tap the red record button to begin
recording. Notice the look of the record button changes and Cancel disappears. You will notice
the timer begin counting. You are now recording.

00:00:00 00:00:09

5. Touch the stop button when your recording is complete (or to Pause). Once complete, you will
have the option to Retake, Play (review the video), or Use Video.

(FEEE‘EEEEEG BEEEE)

Retake Use Video

CMU Technology Help Desk: 970-248-2111 or https://whd.coloradomesa.edu Page 38



http://whd.coloradomesa.edu/

Q

2
5
o
o
<
>

How To: Panopto Tutorial (raculty & Staff)

6. Provide/edit the session title for the video and then tap Upload. The video will begin uploading
to the CMU/Panopto server. This process can take some time. Be sure you stay connected.

eec00 T-Mobile = 3:03 PM 56% I ) eec00 T-Mobile = 56% )

Cancel Record Upload =  Create and upload
New session in How to.... - How to....
Title My First Recording
- IT Lab Technicians
- panopto-de...[drop box]
Browse

My First Recording
—_—

7. Once the video is uploaded you will see an Upload completed below the video title. Next it
undergoes some processing to take all the audio/video input and create the final video file.
Below are examples of the status messages you will see during this process.

56% M) ®e000 T-Mobile

= Create and upload —  Create and upload

- How to.... - How to....
. IT Lab Technicians - IT Lab Technicians
- panopto-de...[drop box] . panopto-de...[drop box]

Browse Browse

My First Recording My First Recording

Upload completed Processing
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0000 T-Mobile = 3:05 PM

oo T-Mobile =

= Create and upload

Create a new recording in:

- How to....
. IT Lab Technicians
- panopto-de...[drop box]

Browse

My First Recording
Processing: 100%

= Create and upload

ew recording in:

- How to....
- IT Lab Technicians
. panopto-de...[drop box]

‘ Browse

My First Recording
Ready to view

8. Do not close the Panopto app during the upload or processing phase or it will fail. Also, ensure
that you have adequate battery or AC power to complete the entire process. Next, you can view

your video by tapping on it.
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Uploading an Existing Video from iOS

1. To upload a previously created video, go to the Record and upload section (from the main
menu). Tap Record and Upload. Select a folder to receive the uploaded video.

eec00 T-Mobile = 2:54 PM 56% | g ee000 T-Mobile = 2:55 PM

cmud?2i\tw... S

All sessions

Recently watched

Browse

Record & upload

2. Panopto will request access to your photos the first time you try to upload a video. Tap OK.

eec00 T-Mobile = 5:12 PM 53% M )

Videos Cancel

Moments
Camera Roll
"“"Panopto” Would 8
Like to Access Your
Photos Videos

8

Don’'t Allow

OK
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3. Locate the video and the tap it to select. The video will appear. Tap Choose.

eec0c0 T-Mobile & 5:12 PM 53% M )

< Videos Moments Cancel EEEEEEEEEEEREEY)
May 8

July 30

Cancel Choose

4. The video will begin uploading and a status bar will appear. Next provide a title for the session
and then tap Upload.

Cancel Record Upload | «—

New session in How to....
(Title Candle ]

ssing Video...
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Recording from an Android Device.
1. The Panopto app for Android is not actually a recorder. Instead, you must first record the video
on your phone using the native Android Video or Camera app. Record your video and when
finished, close the app.

2. Now, open the Panopto app. If you are signed in you should see your sessions. If not, login at
this time (review the Installing the Recorder on Android section for more details).

' W™Dy @B

Sign In Sign In

Signing in to coloradomesa.hosted.panopto.com Signing in to coloradomesa.hosted.panopto.com
. H CMU Login
User Sign-in 9
i | Se—
Sign in using 100Iorado Mesa Universit 4 Username ||
Password

sesword  forgot pssswor

3. Tap the Upload icon in the top control bar. Select the folder where you want to upload your
video.
_.
45 All Sessions Q  OH : & Upload Y

This Week

Friday, March 4, 2016 at 9:39:52 AM -
A0 v [ Apvlication Engineering |

; * @@ Americas Sales Team Meetings
| i AE Trainin
: 2 RobHughes [ ] 9

AE Weekly Meetings
]

Salesforce Training PM session

7 ESC Ticket
‘ 3/11/2016 i F50Tiokets

= @l AE Training fig 'mermal IT videos
2 Justin Lubbert i il Praskodchs Fode
Salesforce Training AM Session i BrownBags
3/11/2016 fi Cther Employee Training Videos [drop boa]

@8 AE Training

Justin Lubbert

opEnEnEnon

3/10/2006

@  ESC Tickets QWERTY U I OFP

®  nNeilBurdess

N 4
=

AlS|IDIF|G|HJJIK]L
=] 'March Basic Training Webinar
e E' : ?Dc]fswmev Training Webinars n Z X CV.BNM

— e 2 Rebeccalessem ﬂ — -m
4 o O 22
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4. Next, tap the Choose video or audio files button and browse through your local Android
Device’s file system or photo gallery to locate the video you want to upload.

0"« ®m12:37PM

¢S Upload ®

Michael Praskovich's Folder

Choose video or audio files

12486348_437488029782049_27

1

1 ]2]3fs]s]e]7]efo]o

QIWIEJR|TJYU]I

OfP

AISIDJFIGIH]JIK]L

By zixicvisINMES
ow | % Lo HE)

< O [

&3 Upload

Michael Praskovich's Folder -

v mps

Androids

Choose video or audio files

uploading in Panopto for Android
Processing media: 0% 1

Android Steroid

(1]2]3]efs]e]7]s]o]o

q w e
a s
K :
mE
<

rjptfyjujijolp
difjaglb]ilk]!
Xlclv]b]n|mEgx
— HE
O [

5. Uploading will begin. Do not close the Panopto app during the upload or processing phase or
it will fail. Also, ensure that you have adequate battery or AC power to complete the entire
process. Once completed, you will receive a green check to the left of the file. To verify that
your video file uploaded successfully (and in the correct folder) tap on the Home icon in the
control bar. You will see the video at the top of the display.

12:41 PM

&3 All Sessions Q H

Toda
Today

3 How to start uploading in Panopto for

Android
3/14/2016
@ Michael Praskovich's Folder

% Michael Praskovich

<

" @@ Americas Sales Team Meetings

+ 1 RobHughes

Friday, March 4, 2016 at 9:39:52 AM
3/11/2016

Salesforce Training PM session
3/11/2016

@8  AE Training

£ Justin Lubbert

Salesforce Training AM Session
3/11/2016

@ AE Training

R Justin Lubbert

2016-03-03 12.59 Panopto _ York _ BB
3/10/2016
@  ESC Tickets

O O
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Reference Information

1. Basic training webinars are offered from one convenient location: http://support.panopto.com/webinars.

.’ Panopto \ SUPPORT DOCUMENTATION ~ VIDEQS

Webinars are available twice a month (2nd and 4th Wednesday) from 11:00am - 12:00pm ET. The
Basic Training Webinar is designed for new users and beginners who would like to learn how to use
the Panopto software. The Advanced Webinar covers a specific topic and is designed for users with
an understanding of Panopto’s basic functionality and use.

@ Register for a session by clicking the dates below.

Webinars — ¥ Basic Training Webinars Advanced Training
Cypress, Jade, or Emerald Support Packages Webinars
2nd Wednesday of each month Jade or Emerald Support Packages

4th Wednesday of each month
Click here to view a recording of a previous Z

webinar Topic: Remote Recording (How to give access, use
the on air light and remote control. and system tray
Wed, May 11, 2016 11:00 AM - 12:00 PM N
actions)
Wed, Jun 08, 2016 11:00 AM - 12:00 PM Wed, Apr 27, 2016 11:00 AM - 12:00 PM

Topic: Podcasts and downloading mp4s from
Panopta (Enabling podcasts and downloads,
Selecting podcast type and resolution site-wide and
per session, How Creators and Admins download

Office Hours—— Friday Q&A (Office Hours) mpasus viewers, rss feeds and unes u,

Downloading in the Panopto A|

Cypress, Jade, or Emerald Support Packages ownloading In the Panopto Apps)

Come with specific questions for our expertto answerl WWed. May 25, 2016 11:00 AM - 12:00 PM

Every Friday at 12 PM EDT Topic: Customer Guest Speaker

Wed, Jun 29, 2016 11:00 AM - 12:00 PM

If you have a topic that you'd like us to discuss,
please e-mail support@panopto.com and we'll be
happy to cover it during an upcoming webinar!

FORUMS  HELPDESK  WEBINARS @

Filter by Version

Looking for help with  different software
version?

Older Versions Of Panopto

Webinars Page
Get Support
@ Submit a Help Ticket

@ More Ways to Contact Us

Already on the phone with a Panopto
representative? Launch the quick support app
here:

2. Panopto offers bi-monthly webinars, (2™ and 4" Wednesday) from 9:00 AM — 10:00 AM. They

offer both Basic and Advanced webinars.

3. Every Friday at 10:00 AM Office Hours with a Panopto expert are available. Just click the link in

the Friday Q&A section.

4. If you are having software issues, and would like timely feedback, go to
http://support.panopto.com/, and click the LIVE CHAT link.

o Panopto | SUPPORT DOCUMENTATION

Get Support

@ submit a Help Ticket Panopin reprecanie? Lourch
the quick support app here:
Live Chat ———f—— @) Live Chat s
@ More Ways to Contact Us WIN
Equipment Guide Quickstart

Learn how to use the Panopto Windows

j Recorder in less than three minutes.

——

ch Panopto Support n # BROWSE: Products | Forums | Videos

VIDEOS FORUMS HELPDESK WEBINARS

Support Satisfaction
100 @, 0 | 100%

Hosted Status s

Recently Added

Panopto Caption Services
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