Panopto Quick Guide

Instructions for Pepperdine University School of Law Faculty and Staff
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How to Request Recurring Recordings

1) Go to http://lawtech.pepperdine.edu/service-request/

Service Request Form

Use this form for assistance with your audio-visual, conferencing, survey, web and digital sign requests.

Full Pepperdine email address: John.Doe@pepperdine.edu

Select from the following catagories: desktop support request -

Date required: MMDDAYYYY select date
Describe the details of the request: Please feel free to be as complete as possible. The more information we

have, the better we can serve your request

Chartfield String:
(Fund, DeptlD, Account, Class, Program)

Submit Request

2) Fill in the fields
Make sure to select the category that best fits your need from the “Select
from the following categories” drop down menu:

Select from the following catagories: desktop support request B

desktop support request

schedule video conference

schedule teleconference

Describe the details of the request: video recording without post production
video recording with post production
video recording automated wia panopto
new web page or site

Date required:

3) Click | Submit Request
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A confirmation will immediately appear on the Web page:

Thank you for your submission. The following information was submitted:

Your email address: julie tausend@pepperdine_edu
Request catagory:  video recording automated via panopto
Chartfield String:

Date required: 12/31/2013

Description: Test. Mo Semvice Request actually needed.

Within a short period, you will also receive an email confirming the Service

4 Today
-] REQ002625836 - Opened For Julie Tausend

Request has been opened: Pepperdine Help Desk

REQ002625836 - Opened For Julie Tausend

Pepperdine Help Desk <ellucian@service-now.com:=
Tue 9/24/2013 4:25 PM
Tausend, Julie

Short Description: video recording automated via panopto
You are receiving this notification because REQ002625836 has been opened for Julie Tausend.

Name: Julie Tausend

Campus: Malibu Campus - School of Law
Building: School of Law (SOL)

Foom: 207

Best contact number: {310) 506-7209
Description: Chartfield String:

Date Required: 12/31/2013

Description:

Test. No Service Request actually needed.

DO NOT REMOVE or CHANGE, needed for ticket creation: {snow-req:Pepperdine-Desktop-SOL-Req}

From Address: julie.tausend@pepperdine.edu

To Address(es): servicedesk/@ellucian.com
Ce Address(es): david.dickens@pepperdine edu

Pepperdine Help Desk
(310) 506-4357 (HELP)
Toll free (USA): (866) T6T-8623

An Information Services team member will be in contact with you regarding your
request.
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How to Make Ad Hoc Recordings

1) Click the Panopto Recorder Icon or open Panopto Recorder from

the start menu.

2) Log In:
If you don’t have an account, use the default Pepperdine Law account:
Username: lawprof
Password: password

PAN>P

Server Address:  peplaw.hosted.panopto.com

Username: lawprof

Password:  sssssses

[T] Remember Me (required for offline recording)

Login not verified. Log In
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3) After logging in, verify the following settings:

(ﬁ Panopto Focus E@
) ] i lawprof >

Create New Recording | Recording Status | Settings Logged in Log out J

Record using these settings: [F] Webcast and Record
RECORD
Folder Name: School of Law
- T v

Record a new session called: Wednesday, October 02, 2013 at 3:19:23 PM

Primary Source PowerPoint X | Primary Screen X

r

Video: Monitc;WaEafh v| \

Audio: lM\chpthe Array (Menitor V '|

Quality: @ Standard
) High

Secondary Capture Sources

. tarting PowerPoint
I apture Primary Screen
]

apture Screen 2

Add Ancther Video Saume|

Max resolution: | 1280 x 1024 v| Bit rate (kbps): U 250  Frame rate U 4 1

a) Record using these settings:
“Record a new session called:” Change the name of the recording to
include your name, date, and time

b) Primary Source:
1) “Video:” If you want video, make sure the Video shows you or
select a different camera from the drop down menu
2) “Audio:” Make sure the audio bar lights up green when you test the
audio, otherwise, adjust the Audio settings

¢) Secondary Capture Sources:
1) Check Mark “Starting PowerPoint” to capture PowerPoint
2) Check Mark ““ Capture Primary Screen” to capture your computer
desktop (ie applications such as Web browsers, Word Documents,
Excel that you may use during your lecture)
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4) Click the record button Q to start the recording. You will see two screens:

Starting Devices Recording 00:00:12
Folder Name: i Folder Name:
Record a new session called: Record to existing session:

and

The lecture capture system is recording when you can see the Pause button and
timestamp.

5) When finished lecturing, click the Stop Button

Recording Complete

Folder Name:

Record to existing session:

The lecture capture system will then process your recording. When it is finished,
you will see this screen:

) Panopto Focus [==]r=]

lawprof
Create New Recording Recording Status | Settings | logged in Log out PAWTO

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

Offline Recordings

Start Time Duration Session Streams Actions

8/14/2013 116 M 00:0008  taha primer 1 Video + Screen |Upload to Server,
8/14/2013 LOBPM 00:00:13 primer 1 taha Video + Screen [Upload to Server]
8/14/2013 LOTPM  00:00:22 Taha Civ Pro Primer 1 Video + Screen | Upload to Server

Uploaded Recordings
Start Time Duration Folder Session Actions Status / Link

10/2/2013 425 PM  00:0040 School of Law  Test Julie Tausend Delete Local (default)
9/4/2013 10:30 AM 000250 Julie Tausend  Test with Alyssa Delete Local

8/14/2013 1:16 PM  00:01:50 Julie Tausend Wednesday, August 14, 2013 at 1:16:31 PM

8/14/2013 1:09 PM  00:01:50 Julie Tausend Wednesday, August 14, 2013 at 1:08:37 PM

clete
B/S/2013 314 PM 000230 lulie Tausend  Surfrider_Primer_Example2 Tausend_STCM202 [Delete Local [Set Offiine  Vie:

ew Edit Share (default)
8/5/2013 211 PM  00:02:29 Julie Tausend Surfrider Primer Example Tausend- STCM202 Delete Local | |Set Offline| View Edit Share (default)

6) If you logged in with your own account, you will receive an email notice with
the link to the recording. Send this link to your students.

a) If you used the default lawprof account and need the link, contact IS.
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How to Locate Recordings from the Panopto Web site

1) Go to http://peplaw.hosted.panopto.com/

2) Log in with your credentials
a) If you don’t have an account, contact IS for to obtain your recordings.

PAN>PTO St

WELCOME TO PANOPTO USE

Panopto makes it easy for anyone to capture, manage L
search, and view multimedia presentations online

R LOGIN

Og In using. | Panoplo

Search

Panopto searches shides, notes, captions, and more! Remember me on this computer

(voe

3) Look for your recording in the All sessions list (organized by name).

a) Alternatively, type in a keyword, such as the date you recorded, to Search
All Sessions

PAmPTO I Search all sessions... . | ® Record | jtausend + Support~

1) Processing 4 |E| | {2 Refresh | m| [:2
B Scheduled 26 LETE Rating Duration Date w = Actions
gl S - 0 ) gz:gj;::rg:rsdav October 03, 2013 at None T e 10;312;;; & Eﬂﬂ a ﬁ e
= [ 0 L:?ir:?;\;d%atiber 03. 2013 at 11:05:22 ... Nane 1h 26m 29s 1[1!135?:013;
All Fold 34 205 AN
olders B New
My Falders s 0 e W Mons 40s 102250;3
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How to View Recording from the Panopto Web site

1) After locating your recordings from the Panopto Web site (see
click the © black play button to the left of your recording title.

PAN>PTO

I Search all sessions...

previous section),

) Record | jtausend - Support~
All Sessions i
1) Processing 4 |E| | T2 Refresh | m| = .
@ Scheduled 2 - Rating Duration Datev Actions
B Bookmarked AT e mams T A o 5 Q
E— = B ° 'I(;}:#ir:iao\,;d?;atﬁber 03. 2013 at 11:06:22 ... None 1h 26m 29s 1[1423:"2:_013;
* Folders | MNew | mo %Mm one 51m 14s 10?;%30;&
My Folders s 0 e W Mone 40s 104';2;20’:13

A new Web page will open and your recording will play automat

ically:

School of Law: popovich Thursday, October 03, 2013 at 3:20 PM W WYy jtausend » Log out PANZPTO
> B 00008 sulm) | slides | Screen Capture Q &
Contents | Notes | Comments | Search Info

o

3:21 HiClasst [
25:02 Hey Hannah, 1 heard you bought a house!
25:12
So how much was it?
what'd you pay for it?
25:42 Hey Hannah, 1 heard you bought a house!
25:47 $20,000 Cash
25:51  Straight Arrow Connector 10
26:44 All Cash $100,000
32:30 Straight Arrow Connector 21
32:33  Straight Arrow Connector 22
33:30 Hey Hannah, 1 heard you bought a house!
33:33 $100,000
Straight Arrow Connector 10
$20,000 Cash
Straight Arrow Connector 11
Hey Hannah, what's the current status of your

Hi Class!!

m

©

ad pepperdine.edu
34:04 Internet access
34:13
35:37

39:09
house...
39:12
39:20
39:33
Now...
46:19
49:20
49:39

$80,000 Loan
Many Years Later:
Hey Hannah, What's your “equity” in your House

Hi Class!! H

Equity = FMV - Loans
Hannah's Current Equity in Her House =
$500,000 - $30,000 = $470,000
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How to Access a Link from the Panopto Web site

1) Locate your recordings from the Panopto Web site. See section: How to
Locate Recordings from the Panopto Web site.

2) Hover your cursor in the column called actions

PAWTO I Search all sessions . | ) Record | jausend v Support »

m All Sessions dn
T2 Processing al| | New | | €2 Refresh Filter by date == .
® Scheduled . 1 Mame Rating Duration Datew  Actions
R I:I =l o giﬁz\éilc:r'[:;rsdav. October 03. 2013 at .. None 1h 39m 17s 10;3;’3_0’:13 "h E|I|il @ ﬁ 0
= A © 'I(;:g::?}aﬂ»;;ﬁ:;atiber 03. 2013 at 11:05:22 . None 1h 26m 295 WI‘]I?EUJIEI
All Fold 34 D
» I: ers s A o gg:g;f;rﬁgwg.o - Wednesday October02.... | 51m 14s mfiogﬁ
olders ew
My Folders s 0 o W tone 40s mgnpﬁ

3) Click the Share “:h Icon

4) Copy the Public URL
Verify that the recording is open for public viewing, by noting the “Make
Private” statement on the right hand side. If it says “Make Public”, click
this link.

[ Test Julie Tausend

Overview | Share | Outputs | Streams | Captions | Manage | Log

@ Public Everyone can find and view Make Private
Public URL:@\Mhosted_panopto_corru’F'an0ptDIPagesNiewen’Default.aspx?id=92266094—081Mi&dba@ | €] n

Inherit folder permissions [ Change Folder Permissions
& Law Professor (lawprof) Creator

5) You can now Paste the URL Link elsewhere to distribute (email, document,
TWEN or Sakai courses page, etc)
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Additional Resources

Panopto Help Site https://helpdesk.panopto.com/home
Panopto FAQ site: http://support.panopto.com/fag-page
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