Using the Panopto Manual Recorder to create a presentation from your Windows
computer (for Canvas users)

This guide is for University staff and students who want to record a
presentation from their Windows computer. The presentation can include
audio, video, a PowerPoint slide deck and other screen capture.
You are strongly advised to make a test recording in order to explore the
recording options.
You will require:
o a Windows computer running Windows 7, 8.1 or 10 (32 or 64 bit),
o a web connection,
o an Oxford SSO account with Canvas access,
o Computer administrator name and password or an IT support officer
o and a microphone and/or webcam (these can be ones built into the
computer).
To simplify the recording process you are advised to disconnect external or
additional displays.

This guide is designed to assist with:

Downloading the Panopto installer from Canvas.

Installing Panopto and making required changes to system settings (in
Windows there are multiple settings to approve).

Recording options and creating a test recording.

Go to https://canvas.ox.ac.uk/

. Click on ‘Oxford Users’:
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is normally eight characters, eg is normally a non-Oxford email
abcd0123 address

IT Regulations Login Help Privacy Policy



https://canvas.ox.ac.uk/

3. Enter your SSO username and password and click the ‘Login’ button:

Login (Help |

This service is accessed via the University of Oxford Single Sign-On system.

Please enter your Oxford username and password then click the "Login" button.

Username

ouit0822| e.g. abcd0123

Password

essssses

Having trouble logging in?

Not yet activated? Activate a new account

University of Oxford Computer Usage Rules and Etiquette

4. Click the ‘Continue to Shibboleth Identity Provider’ button:

University of Oxford Single Sign-On Confirmation [[.]]

The service you have requested is accessed via the University of Oxford Single Sign-
On system.
Service: Shibboleth Identity Provider
Provided by: IT Services
Host: idp.shibboleth.ox.ac.uk

You are logged in as user ouit0822. Not you?

+ Continue to Shibboleth
Identity Provider

For complete security you should always close down your web browser once you have finished
working. Information on logging out.

Why is this page here?
University of Oxford Computer Usage Rules and Etiquette




5. You should now be logged into Canvas. Click on the account icon or username
in the top left corner of the screen:
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6. Select ‘My Panopto Folder’ from the pop-out menu:
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7. Your personal Replay/Panopto folder should open in a new tab.

8. You should now be in your Replay/Panopto folder, where your personal
recordings can be accessed.

9. Click on the blue ‘Create’ button near the middle of the page:

G‘ ‘@‘ @ ﬁ https://canvas.ox.ac.uk/users/182449/external_tools/2185
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Search in folder "My Folder"... Q
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Add folder

You don’t have any videos in your personal folder yet
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Get started by clicking on the Create button

10. Select ‘Record a New Session’ from the drop-down menu:

Create ~

Record a new session
Record from your Mac or Windows PC
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11. Click on the ‘Download Panopto’ button and leave the page open:

My Panopto Folder X + W

O 0 @ | https://canvas.ox.ac.uk/users/182449/external_tools/2185

Andrew Carrasco

@ ¥ Record a new session

Account
D Open Panopto

Dashboard ol e ‘_;

Courses Open Panopto

Calendar | Download Panopto

Record PowerPoint, video, and audio presentations. Upload recordings to your Panopto site to share with students and

@ coworkers

Inbox
Q Download Panopto
For Windows 10/8.1/8// 64-bit

Click here for other download options

NB. Usually Panopto detects your operating system (Panopto recorder is only
available on *Windows 7, 8.1 and 10 in 32 or 64 bit and macOS 10.13 and up) and
automatically selects the appropriate installer but you can also click the ‘Click here
for other download options’ link, below the download button, to locate
alternative operating system installers.

11a. Firefox users: Click the ‘OK’ button, on the pop-up, to allow the installer
to download the manual recorder onto your computer.

11b. Google Chrome users: Installer downloads instantly to your computer.

11c. Microsoft Edge users: Installer downloads instantly to your computer.

* Windows versions of Panopto Manual Recorder require Microsoft .NET Framework
4.7.2 or later to be installed. Please contact your local IT officer or the IT Services
helpdesk if you need support with this.



NB. Depending on your internet security settings, e.g. cookies, you may need to
follow the below step ‘Click here to open this page in a new tab’ link as highlighted

below to open the Panopto authorisation page:

i Andrew Carrasco
OXFORD

feplag ;J]]n:wrjm' by Search slides, notes, captions and more Q

Oxford

OO mE @D @

We able to sign you in because your browser is not accepting cookies.

Clico open this page in a new tab. You may need to log in again.

In the new page that opens, click the blue ‘Authorise’ button:

¢ Panopto

Panopto is requesting access to your account.

You are authorising this app as Andrew Carrasco.
Your email address is andrew.carrasco@it.ox.ac.uk.

Cancel

Authorise

Remember my authorisation for this service




12. To allow the installer to launch, click ‘Run’:

¥ Record a new session X

Open Panopto

Open Panopto

| Download Panopto

erPoint, video, and audio presentations. Upload recordings to your Panopto site to share with students and

Download Panopto

What do you want to do with panoptorecorder.exe (14.0 MB)? | Garel
From: d2y36twrtb17ty.cloudfront.net

13. Confirm the destination where the software is to be installed (usually
‘C:\Program Files\Panopto\Recorder’) and click ‘Next’:

i Re jgl Panopto (64-bit) Setup ] — X

Destination Folder
Click Next to install to the default folder or dick Change to choose another.

Q

Install Panopto (64-bit) to:

] :\Program Files\Panopto\Recorder Change...

Storage location for recorded content on this computer:

IC: \PanoptoRecorder,

Panopto Web Server:
1

lox.doud.panopto.eu

7.1.0.61401

(1]

Click here {




14. Click the ‘Install’ button (if you get the pop-up message ‘Do you want to allow
this app to make changes to your device?’ —click ‘Yes’ and/or fill in admin
credentials if prompted to do so):

i Re ﬁ Panopto (64-bit) Setup — X

Ready to install Panopto (64-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.

Panopto makes use of open source software.
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Click here {

15. Panopto should be installing. Please wait while the Setup wizard installs:
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16. When the installation finishes, you should see the below page — please close
this window. Return to the browser and your Canvas Panopto folder:

& Panopto

&3 Panopto

ox.cloud.panopto.eu

Remember me

Continue Offline
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17. Click the blue ‘Create’ button:
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You don’t have any videos in your personal folder yet
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Get started by clicking on the Create button




18. Select ‘Record a New Session’ from the drop-down menu:

Create ~

Y Record a new session
Record from your Mac or Windows PC
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19. Click on the blue ‘Open Panopto’ button:

My Panopto Folder X +

C ( @ canvas.ox.ac.uk
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4 Record a new session

Open Panopto

If you have Panopto installed, you can open it from here|
installed the latest version of Panopto below.

Open Panopto

DM Em D @

20. If you get the ‘Did you mean to switch applications?’ pop-up — Click ‘Yes’:

¥ Record a new session X

Open Panopto

Did you mean to switch applications?

Did you mean to switch applications?

"Microsoft Edge” is trying to open "Panopto Recorder”.

Download Panopto

For Windows 10/8.1/8/7 64-bit




21. Once the Panopto manual recorder has opened, follow the below sequence:

1. Ensure the correct folder has been selected for uploading the
finished recording and name the session.

2. Check the correct microphone has been selected — you should see
green LEDs in response to any sound/spoken word. Set the ‘Video’
drop-down to ‘None’ unless you wish to capture footage from a
webcam or video camera.

3. Check ‘Capture PowerPoint’ and ‘Capture Screen’ are selected.

4. Click on the BIG red ‘Record’ button.

S Panopto

@ Create New Recording

1 Session Settings @
[ ® ) Folder My Folder

E\ Manage Recordings 1;*:',1 Settings

Record Name 12 March 2020 at 11:49:40

Primary Sources @ PowerPoint X Main Screen X

bl o
2 Video None v

L]
Audio  Microphone (Realtek(R) Audio) v
Quality Standard v
Captre Compute Audie Welcome to PowerPoint

Secondary Sources
3 ° Capture PowerPoint

Capture Main Screen

Add Another Video Source
ng PowerPoint
Resolution | 1920x 1080 v | fps —@——— 8 kbps -@—— 600
s = y LR | Y
Hll © Type here to search O & © I o | ﬁ . " P



22. You can now return to your PowerPoint presentation in slideshow mode and
deliver your presentation. Any speech and/or video will be recorded along
with the presentation. When finished, exit the full-screen presentation and
return to the Panopto manual recorder. Click the BIG red ‘Stop’ button:

Recording 00:02:13

Folder

Name

Primary Sources 0 PowerPoint

Video |None
Audio | Microphone {Realtek(R) Audio)

Quality | Standard

Secondary Sources
Capture PowerPoint
Capture Main Screen

Add Another Video Source

23. Click ‘Done’ to send/upload the recording to the designated folder in Canvas:

Recording Complete

Y

Session name

12 March 2020 at 11:49:40

Located in folder
My Folder

Enter a description (optional)




24. Click the ‘Manage Recordings’ button at the top of the screen to view the
upload progress of the recording:

S Panopto

_) Create New Recording Manage Recordings ( Qv Settings

Only recordings stored on this computer are shown belo anage My Recordings

Currently Uploading Recordings

Start Time Duration Folder Session Streams Upload Progress ~ Actions

e | carcl

12/03/2020 11:58 00:02:16 My Folder 12 March 20 1:49:40 PPT + Audio + Screen

25. Return to your ‘My Panopto Folder’ in the browser and you should now be
able to see your recording and view it:

panopto.eu

&3 Panopto m My Folder > Fri, Mar 6 2020 at 11:24 AM WRRw 8 < / i Help- Signout

Search this recording Q
Lucy and the Lamp-post 0:00

Discusslon Recorded with panopto 0:13

Notes

Bookmarks

Welcome to PowerPoint

RECORDED WITH |

PANOPTO | *

Latest revision: 12:16 16/04/20 by AC | replay@it.ox.ac.uk


mailto:replay@it.ox.ac.uk

