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Accessing Panopto

You will have access to Panopto after you attend a Panopto training session. Visit the
ITDS site (https://itdstraining.montclair.edu/itdscourse) for a listing of courses and to
register.

1) Launch Panopto from your computer

2) Click Sign In
ece Manage Recordings T
@ Create New Recording dm
Not signed i Sign In

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

3) Enter your MSU NetID username and password
4) Click Login

3 Panapto

3 Panopto

Welcome to your
Montclair State

7 canvas

W Stay signed in

Password?

It's all here. Montclair State University

Note: Although the page looks similar to the Canvas login page, you are logging into
Panopto.
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5) Click Authorize (if prompted)

¢3 Panopto

canvas

a Panopto

Panopto is requesting access to your account.

You are authorizing this app as Courtney Volpe.

Your email address is volpec@mail. montclair.edu

Cancel

Remember my authorization for this service

7| Remember me

6) Click Create New Recording

@ Create New Recording

Session

Tue, Nov 13 2018 at 10:31 AM

Only recordings stored on this computer are shown below.

Manage Recordings

? Signed in to montclair.hosted.panopto.com

Date
Today, 10:31:23 AM

v Length
00:00:04

Status

Offline Recording

«3 Panopto

Sign Out

The Panopto Recording Screen opens.

® Record A Session

Choose folder and session name

I I Folder
Session

Record Pause

Manage Recordings
Fallivene Test Course |~
Tue, Nov 13 2018 at 11:00 AM Join Session ~

Webcast

Primary Source

Video FaceTime HD Camera g
Audio Built-in Microphone B8
Slides

Record PowerPoint
Record Keynote

Source  Built-in Display H
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Panopto Recording Screen

Below is a table to identify the key parts of the Panopto recording screen:

Item

Function

Record Button:

To start recording

Pause Button:

Pause recording

Folder:

Location where video is stored

Session:

Name of Session (Default is creation date and time)

Primary Source Video:

Webcam is available

Primary Source Audio:

Microphone

Slides: Record PowerPoint

You can choose to record PowerPoint slides along
with your video

Slides: Record Keynote

You can choose to record Keynote slides along with
your video

Secondary Sources:

You can add up to two additional video sources if you
want to record your screen or an additional camera

Quality Settings:

Click Panopto > Preferences

Choose a resolution

Recording a PowerPoint/Keynote Presentation

1) Select either Record PowerPoint or Record Keynote under Slides
2) Select None as the Source
3) If you do not want to access the Webcam, select None under Video

olll
Record Pause

Primary Source

Select a primary video source

Record A Session

Choose folder and session name Manage Recordings
Foider My Folder B
Session Thu, Nov 16 2018 at 9:33 AM

Webcast

Sacondary Sources

poL LR Y Secondary 2

Select a primary video source

Slides

Record PowerPaint
Record Keynate

Source  None ]
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4) Click Record
5) Open and navigate through the presentation
6) Once you reach the last slide, click Stop in Panopto to stop the recording

You will be prompted with the following:

Recording Complete
)
Session name

Monday, July 30, 2018 at 10:01:40 AM

Located in folder

My Folder

Enter a description (optional)

]E] Delete and record again Upload

7) Enter a Session Name and Description (optional)
8) Click Upload to upload the video — or - click Delete and record again

The status of the session will display Processing until Completed.

Recording Your Desktop

To record an application on your Desktop:
1) From the Panopto recorder, deselect Record PowerPoint and Record Keynote
under Slides
2) Select Built-in Display under Sources
3) To access the Webcam, select FaceTime HD Camera under Video
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L Record A Session

Choose folder and session name Manage Recordings

'/.\J ! ! Folder My Folder m
\\_/ Session Thu, Nov 15 2018 at 9:33 AM

Record Wobcast

Primary Source Secondary Sources

Video FaceTime “iD Camera %)

Shdes

Record rowerPoint
Record Keynote

Source  Built-in Displa H

4) Click the Record button

5) Minimize Panopto and navigate to the program you wish to record

6) Perform the task(s) in the program

7) When finished, navigate back to Panopto and click Stop

8) Enter a Session Name and Description (optional)

9) Click Upload to upload the video — or - click Delete and record again

The status of the session will display Processing until Completed.

Keyboard Shortcuts

Record: Option + Command + R
Pause: Option + Command + P
Stop: Option + Command + R
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Viewing/Managing Recordings

1) Click Manage Online

[ ] [ ] Manage Recordings
@ Create New Recording
Only recordings stored on this computer are shown below.
Session Dt

record deskiop
Tug, Nov 13 3018 at 11200 AM
Tue, Nov 13 2018 at 10:31 AM

Recording Details

Fallivena Test Course
Tue, Hov 13 2018 at 11:00 AM
Streams:  Primary, Secondary 1

Webcast: No
Status:  Completed
Links: Share Egit  View Onling
Delete ~ Actions

Taday, 11:43:26 AM
7 AM
Today, 10:31:23 AM

Preview

3 Panopto

Sigreed in 1o mantclairhosted. pancpta.com Sign Out

v Length Status

0000:13  Comploted

00:00:04  Offline Recording

Manage Onfine

GLITRETTN secondary 1

K 1

2) Navigate to the folder that contains your recording in the Video Library on the left

3) Click on the video

xﬂ\ +

Spanish @ MAth

5

Filter by date

Location  Rating

Canvas Commons
3 hours ago in @ My Folder
Canvas Commons Presentation

£ Settings 22 Share 4 Edit .lp Stats W Delete

File Edit View History Bookmarks Tools Help
e
l‘ Everything : Panopto x | '3 Search Results | manage re... X} IS Everything : Panopto
CD @ | https;//montclair. hosted.panopto.com/Panopto/Pages/Sessions/Listaspx
people &) Most Visited ' Getting Started & gCal -MSU W httpy//fm.montclair.ed...
.3 Panopto Search Everything...
ft Home Everything
-m =
My Folder C Refresh am =
. E sorth Name Duration Date w
< Shared with Me
[ ‘
Everything 12
Canvas Commons
¥ Browse
All Folders My Folders
B W
Search all folders... o
Canvas Commons
B My Folder
8 Get Started with Panopto 8 m
> To_Be_Deleted MSU Canvas

Monday, July 30, 2018 at 9:33:55 AM

ours ago in @ My Folder
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The video will launch the Panopto Viewer.

Understanding the Panopto Viewer

I= Panopto Showcase5 > Pathogenesis of Drug Induced ... - Dr. N. Khalid Grand Rounds *hkhkk & Help ~ Sign out

IMPORTANT POINTS ABOUT DIV

« Clinical manifestations of drug-induced AAV similar to
primary vasculitis

* ANCA not suitable for monitoring of disease activity.

* Overall prognosis of DIV is much better than that of
primary AAV.

Drug-induced vasculitis is an inflammation ofhlo
vessels caused by the use of various pharmaceuti
agents. In this Grand Rounds session en for the Henry
Ford Medical Group, Dr. Naushaba Khalid discusses the
Note causes and symptoms commonly associated with DIV.

Pathogenesis of Drug Induced Vasculitis 0:00

COI & Disclosures o1

Outline 0:21

Objective 0:59

Vasculitis 1:20
Clinical case

Workup 5:25

On this page you will find the following tools:

Item Tool Name Tool Description
Number
1. Information Bar The information bar displays the name and

date of the session as well as the folder the
session belongs to. The help drop-down and
sign out button are also found in the information

bar.
2. Primary Video/Audio The primary video and/or audio stream. If
window there is only primary audio stream, the primary

window doesn't appear. If primary video is
included, it is typically of the presenter.

3. Search field Allows you to locate any text you can see or
hear in the presentation.
4 Contents, Captions, The Content section allows you to see all table
Discussion, Notes and of contents entries with timestamps for the video
Bookmarks. and you can click on them to jump right to that

point in the video.

The Caption section will only appear if the
creator of the session chose to caption the
recording and it will include a complete
transcript of the captions.
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Item Tool Name Tool Description
Number

You can take notes while viewing a session to
refresh your memory later. Additionally, any
note you take will become searchable.

Bookmarks allow you to save a particular spot
in a recording to revisit at a later time.
Bookmarks will also show up in your search
results.

Discussions allow you to leave a public
comment on a session for others to see.
5 Screencapture, View video

powerpoint or any
secondary video
6. The Player Allows you to view the recording as well as
control what you see

7. Thumbnails Timestamped thumbnails for navigation

Below are links to additional resources:

e Detailed information on Creating/Editing/Removing Notes
e Detailed information on Discussions

e Detailed information on Bookmarks

e Detailed information on the Panopto Player

Searching for Content

You can search for any keywords in the Search field to help you filter through everything
you have access to within Panopto. It will search through all words spoken in the
sessions, shown on the screen, and shown in the slides. If you are within a folder, the
search bar will just search through that folder. You can click on the title or thumbnail to
open to the beginning or click on an internal search result to open to that point in the
video. You also have the options of viewing the videos in the player by Grid view, Image
view or Detailed view.
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Understanding the Folder Structure

'1 Panopto Search Everything... pel
# Home Everything
B3 My Folder C Refresh = = EES Filter by date
< Shared with Me a Name Duration Date ¥ Location Rating
O Canvas Commons
Everything 12 & My Folder
Canvas Commons Presentation
v lreEz Settings Share Edit Stats Delete
All Folders My Folders
O Monday, July 30, 2018 at 9:33:55 AM
1 all folders... o] W My Folder
Folder Name Contents

folder.

Home Shows you a curated selection of videos. You may also see
the newest videos on your site.
My Folder Lists all of the sessions that you recorded in your personal

Shared with Me

Lists all sessions that were directly shared to you or one of
the groups of which you are a member.

Everything Previously known as "All Sessions", this view lists all of the
content that you can access in Panopto.
Browse Search All Folders/My Folders.

Editing a Video

Very often you will need to edit your videos. Example: you need to trim the beginning

and/or the end of your vid

To edit a video:

€o0.

1) Navigate to the Panopto Video Library
2) Hover over the video you wish to edit

3) Select Edit

3 Panopto
A Home

B My Folder

<, Shared with Me
@ Everything

* Browse

@ Everything

C Refrest

5

At the bottom of the page you will see a video timeline.
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loos lo-10 lo1s lo20 lozs
<
L]

This timeline represents the entire length of your video showing each stream of content
that makes up your session. The left side of the timeline is the start of your video, the
right-hand side is the end of the video.

You can expand the timeline by selecting the arrow to show more detail.

4 ) .
g\ + #| Preview cuts during playback

| | | | | | |
o:00 0:05

4) Select the Cut tool to remove parts of the video
AEd+

e To cut from the start of the video:
o Click and drag the edit handle from the left to the right to cut from the start
of the video
e To cut at the end of the video:
o Click and drag the edit handle from the right to the left

o~ L " " = L
"B 0:30.30 K 42879
JaAd s IV

>
[
=

)

e To cut a partin the middle:
o Paosition the cursor over the point you would like to start the edit and click
and drag to the right and then let go at the point you want the cut to finish.

This will remove the area highlighted from the video, and add a new handle at each edit
point to allow you to finely trim your cut.
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A = @Preview cuts during playback Q Q
® 1 1 | | i 1

‘1 00 |4.ou

J A A
o ,

The items within the grey space will not be displayed to viewers. Although you cut it,
the video is still all there in case you made a mistake with cutting.

5) When you have completed your editing, select the Publish option.

The session will now re-process to include the changes you have made.

Creating Quizzes

In Panopto you have the ability to add quiz questions to any video. Three different
guestion types can be created: True/False, Multiple Choice, and Multiple Select. The
default is Multiple Choice.

To create a Quiz:
1) Hover over the video and click Edit
2) In the left Navigation pane, click on the Quizzes link

Captions

Slides How to Think like a Learning 0:45
— Consultant

CUIZZING g

More Ohjectives 0:47

3) Using the Pointer tool, navigate in the Timeline to where you want to put a quiz
and click with your mouse

> ® o - =
| A ES . ‘ Q- Q
JO T T g | TITOE e T T b PSRGENL 3R BRRZIPSRRIRRER
=5 =\ = )
. s * -t
o
. =i
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4) From Quizzes select Add a Quiz

Contents ® Add a Quiz
Captions

Slides

5) Select the question type

6) Type the question in the Question field

7) Enter the possible answers in the Answer fields clicking Add answer to add
more

8) Select the correct answer by clicking the radio button next to the answer

Question Type
Question Multiple Choice
@ pnswer 1
o Answer 2
Add answer...
Correct answer explanation (optional)
Add a Question Done

9) When finished click Done

Once you have created all of your questions, you can then set the quiz options below:

Quiz Position  0:00:01.735

Allow viewers to retake this quiz
Show grade after taking this quiz

Allow review of correct answers and explanations
Block advancing in the video until answering this quiz
Questions

Which one of these answers is the correct one?

< Back Finish
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10)Select your quiz options and click Finish
When you are finished, click the Publish button.

Notes:
e Avideo can have multiple quizzes.
e During playback, the video will pause when it is time for a Quiz. Once the
guestions are answered, the video will resume.
e If avideo that contains a Quiz is placed on a Canvas page, the Quiz will not be
displayed. It will only be displayed if the quiz is integrated with a Canvas
assignment. This is explained later.

Viewing Quiz Results

1) Login to the Panopto Video Library
2) Hover over the video and click Settings

Taking care of new pets

Jhanners

o

¥ Settings | a2 Share o Edit Wi Stats W Delete

3) On the left, click the Quiz Results tab to display the results

[*] Taking care of new pets X

verview Quiz Results Summary

From this tab, you can see Quiz Results Summary which shows the total number of
correct answers and questions, as well as the percentage correct for each quiz. You are

Section

Position

Results
5/6 (83%)

Taking Care of a Puppy 00:19
Taking Care of a Kitten 01:12 4/6 (67%)
Detailed Results By Section

Section  Taking Care of a Puppy |~

Question Type Results
1: How often should you bathe a puppy? Multiple Choice 2/2 (100%)
2: Too much washing will cause the dog's coat to get damag... True / False 2/2 (100%)
3: | should use human shampoo on my dog Multiple Choice 1/2 (50%)

Usi
> jlubbert
> Antonio Brown

Results
2/3 (67%)
3/3 (100%)

also able to get a more detailed view of results by section.

4) Click the Section drop-down to select which quiz section to drill into.
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Detailed Results By Section

Section | Taking Care of a Puppy
Taking Care of a Pupp)
Questior Taking Care of a Kitten Type

1: How often should you bathe a puppy? Multiple Choice
2: Too much washing will cause the dog's coat to get damag... True [ False

3¢ | should use human shampoo on my dog Multiple Choice
User

> ] lubbert

» Antonio Brown

Results

2/2 (100%)
2/2 (100%)
1/2 (50%)

Results
2/3 (67%)
3/3 (100%)

5) You can also expand each user to see which questions they got correct and

which questions they got incorrect

User
v | lubbert
+" 1. How often should you bathe a puppy?
v 2: Too much washing will cause the dog's coat to get damaged.
X 31 should use human shampoo on my dog
~ Antonio Brown
+" 1: How often should you bathe a puppy?

v 2: Too much washing will cause the dog's coat to get damaged.

+" 3! should use human shampoo on my dog

Results

2/3 (67%)

3/3 (100%,)

Integrating the Quiz Results with the Canvas Gradebook

Panopto videos that include Quizzes can be integrated with the Canvas Gradebook.

To integrate a Panopto Quiz within the Canvas Gradebook:
1) Login to Canvas and navigate to your course
2) Go to Assignments
3) Click +Assignment
4) Enter a name for the assignment
5) Enter a description
6) Enter Possible Points
7) Select an Assignment Group
8) Select a Display Grade As
9) Select External Tool for the Submission Type
10)Click Find and choose Panopto Quiz Tool
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Home .
Canvas Commons e
B > Pages
Assignments >
Discussions B J UYUA-B-LT =E==2== ¥ % 1= I > Assignments
Grades B 08 £ R E ~ M & v ® 0 T 12t v Pamgaph v (@) > Quizzes
Peopl
Pe > Announcements
> Discussions
Files
> Modules
Syllabus
> Course Navigation
Quizzes
Conferences
Collaborations B j—
Chat
P
Attendance e 100
Settings N G
Display Gradeas | pointe
o
Subr n Type
B al Tool
External Tool Options
Enter or find an External Tool URL
P Find

11)Select the folder and then select the video by clicking to the left of the video
name

12)Click Insert

13)Click Select

14)Set any other options for the quiz
15)Click Save & Publish

Captioning a Video

Automatic captions can be added to a video after it is recorded and published.

To create automatic captions:
1) Login to the Panopto Video Library and select My Folder
2) Hover over the video and click Settings
3) Select Captions
4) Make sure Automatic Machine Captions is selected
5) Click Order
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1 Why Commons X

| Overview Request Captions
Share . - - -
Service level Automatic Machine Captions [=]
Outputs ) . .
Panopto machine speech recognition for captions.
Quiz Results
Streams Order
Clips
Search .
Upload Captions
Manage No file selected. Upload Captions

Log

6) A window will open with information regarding the order details
7) Close the window

Once this process has finished, the Captions will be accessible.
To View or Edit the Caption:

1) Hover over the Video in the Panopto Library and select Edit
2) Click on the Captions tab

File Edit View History Bookmarks Tools Help o |
&3 Everything : Panopto x &3 Everything : Panopto % W3 Everything : Panopto % | &3 wny Commons x %
Da panopto.com ¢ | + A TBE 9 4 =
people & Most Visited @ Getting Started G gCal -MSU W http://fm.montclair.ed Spanish & MAth
l: Panopto @ My Folder > Why Commons [QEEY  Revert & Help ~
Import captions ¥ 3
2 ns 004 =
v Commons s a Learnin 009
Object R
: 014
reusing or leaming activities seemsless and
Canvas Commons
c ith x21
0:26
2017 Annual SummerInstitute p MONTCLAIR STATE
Tovching, Laening, & Tochriogy ¥ UNIVERSITY
P D s - ) @
5( sl¢ @ Preview cuts during playback [0 2
[ S SO —— .M»_F—w—*« tPopreem wo—m— - — —
<
" N |
sL S e =
e m—

Captions that are auto generated need to be edited and reviewed carefully.

To edit a captions text or start time:
1) Play the video in the timeline
2) Go to the caption you would like to edit
3) Click the More icon to the left of the time stamp
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4) Select Edit

5) Edit the caption as needed

6) Click Save

7) Repeat the process until all captions are corrected

To delete a caption:
1) Click the More icon to the left of the time stamp
2) Click Delete

To add a caption:
1) Click on the timeline where you would like the caption to begin
2) Click where is says Enter a Caption (beneath your current captions)
3) Type the text for the caption
4) Press Enter
5) Publish the video

For information on manually uploading a caption file, visit the Panapto Support Website

Embedding a Video in Canvas

There are 3 ways to share a video with your Canvas Course:
1) Placing it on a Canvas page*
2) Add Panopto to the Course Navigation Menu*
3) Create a Panopto Assignment (Video contains quiz questions that you would like
integrated into the Canvas gradebook)

*Indicates no Canvas Gradebook Integration

To Share a Video with your class on a Canvas Page:
1) Login to Canvas
2) Navigate to the course
3) Create a Page
4) Click the More External Tools icon on the WYSIWYG toolbar

B 7 UA-A~-T E = = & E X x iZ iz
EH- B & 2 M v n v = M T« A12pt * Paragraph  ~ (%)
|

5) Select Panopto Recordings
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‘
-
m
[l
Il
il
Il

2 .-
X X, =

Al
- B & 2 v p 3 v = I T 12pt ~ Paragraph - ®

Follett Discover

P
i=

&3 Panopto Recordings

6) Select the video you would like to share
7) Click Insert
8) Save and Publish the page

Sharing a Video by Adding Panopto Navigation in the Course Menu:
You can create a custom navigation link in your course menu that gives access to all
videos you have uploaded for your students.

To create a Custom Navigation link:
1) Login to your Canvas course
2) Go to Settings
3) Go to the Navigation Tab
4) Drag the Panopto Recordings menu item up in the course menu
5) Click Save

Alle @] =

Montclair State Universit x ) &% Course Details: Two Hea  x

hitps://mentclair.instructure.com Q ¥ Q

Announcements

stt Discover

For additional information on Sharing a Video, visit the Panopto website: Share a video
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