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Record Lectures and Presentations using Panopto 
This guide will show you how to create Recordings, Upload Video, and view Panopto 
materials. 

1. Click the green Create button. You will see a drop-down menu. 
 

2. Select from the drop down option. Most often, you will either Upload video or Record 
a new Session. If you select “Record a new session.” The Panopto Recorder should 
then launch and automatically log you in. 
 

 

Figure 1Records a new session  
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3. If you do not yet have the Panopto Recorder on your computer, you can download it 
and install it now. Once you have the Recorder on your computer, click the Launch 
Recorder button. 
 

 

Figure 2 Launch Panopto 
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4. You should now see the Panopto Recorder. The top of the recorder should state that it 
is recording to a folder.  
 

 

Figure 3 Panopto Recorder 

5. Configure the Recorder with your desired settings and record. 

a) Confirm you are recording into the correct course folder. If you do not see the 
correct folder, return to Moodle and repeat everything, starting from step 3. 

b) Name your recording with the session name you want your audience to see. For 
searches, the default session name is best. For classes, it is helpful add a topic 
description to the date and time default name. 

c) Select your primary sources. Make sure you select the correct audio 
source; Panopto requires audio. If you want to record video, select the correct video 
source. Different classrooms have different audio and video options. We also have 
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web cameras available for loan. Contact us if you have questions about the options in 
your classroom. 

d) Are you using either Powerpoint or Keynote? If so, check the appropriate option
for slides.

e) Will you use software applications in addition to PowerPoint or Keynote in your
presentation? These might include Word documents, Excel Spreadsheets, web pages,
etc. By default, your screen is selected. If you do not want to include anything from
your computer screen, beyond PowerPoint or Keynote,  change the source option to
“None.”

f) Once you have set your recorder options as desired, click the button to Record.

Figure 4 Set your recorder options 
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c) You must record audio. Select desired audio source and optional video source.  
d) Are you using slides?  
e) Do you want to record the screen?  
f) Start recording. 

6. Deliver your presentation as you would without Panopto. Panopto will quietly record 
in the background. 
 

7. When your presentation is over, click the Stop button. 

 

Figure 5 Start and Stop Button 

8. The recording should automatically upload. Once the upload completes, you can close 
the Recorder. The recording may take an hour or two to process. When encoding is 
complete, you and your students will be able to view the recording. You can also take 
advantage of other Panopto features, such as taking notes and Variable Speed 
Playback (VSP). 

 

 

http://support.panopto.com/articles/Documentation/taking-notes-0
http://support.panopto.com/articles/Documentation/variable-speed-playback-vsp-0
http://support.panopto.com/articles/Documentation/variable-speed-playback-vsp-0
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