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[bookmark: _Toc53752428]Step 1: Save your PowerPoint presentation to the desktop of your computer 
The first thing you need to do if you’re planning to make a desktop recording that captures a PowerPoint is save the PowerPoint to the desktop of your machine. I will demonstrate. Here is my PowerPoint; I'm going to right-click on it and I'm going to copy it. I’m then going to hover over my desktop, right-click and select Paste. And now my PowerPoint is saved to my desktop. Make sure you save a copy of the PowerPoint to your desktop rather than making a shortcut to it. So the copy of your PowerPoint that you use when you make your recording must be the copy that is saved to your desktop. If it isn't, Panopto won't be able to include that PowerPoint in your recording.
[bookmark: _Toc53752429]Step 2: Open Panopto and set up your session 
To make a recording using Panopto, open Panopto and log in using your standard UWE login. Once you’re in Panopto, you are on the Create New Recording tab. Before you start recording you need to look at the Session Settings, Primary Sources, and the Secondary Sources. 
Starting with Session Settings, select the folder you're going to record to. Now it's important to point out that this folder is the storage folder in the Panopto cloud storage, it's not Blackboard. To get your recording published in Blackboard, you will manually publish the recording at the end of this process. 
So for now, select the folder in Panopto that you’re going to record to. This will normally be your module folder; in other words, the folder belonging to the module that you are making the recording for. Select the relevant folder from the list and then give your recording a meaningful name. Note that I've kept date and time information in the name of the recording. This can be very useful if your recording goes missing and you need to find it. 
Next we look at the Primary Sources, which is essentially microphone and your webcam. So video refers to webcam; it's absolutely fine to not include your webcam. If you want to though, use the dropdown to select your webcam. Hello! You'll know that you selected the webcam that you want to use because you get this handy preview. For now though I'm going to say that I don't want to capture my webcam, so I'm going to select None.
Audio - so this is your microphone. You may have several options in the dropdown. Make sure you select the right microphone - so this is my headset. Two ways of checking that you’ve selected the right microphone - firstly we see the register here, you see the microphone icon; and this bar is registering sound. We would advise you to clap your hands, and you'd like to see the sound register bounce all the way up into the red when you clap your hands. The second way to make sure that you’ve selected the right microphone and that you're happy with the sound quality is to make a 10 or 20 seconds test recording that you're going to watch back before you make your real recording. This is a really valuable thing to do because the last thing you want to do is make your real recording and then play it back and realise the sound isn't good enough or isn't quite right.  Quality, you can leave set to standard.
Capture Computer Audio you can also leave unticked. So computer audio are sounds such as an email alerts notification so you don't really want to capture these as part of your recording. If you are planning on including YouTube videos or clips in your recording you add those after you’ve made your recording; that's the copyright-safe way to do it, so please don't record YouTube videos as part of your recording. That would be breaking copyright law. So in general I don't think you will need to tick the Capture Computer Audio box, you can leave that unticked.
And finally we look at secondary sources. If you just want to capture your voice and a PowerPoint you only need to have a tick in the Capture PowerPoint box. If you want to show students something on your computer, such as you using software; or anything - a web page, anything that you're going to do on your computer, you can opt to capture your main screen or your second screen if you have one. Basically when it comes to secondary sources, only tick the secondary source that you need. For this video I'm just going to capture a PowerPoint and not my screen. 
Now that everything is set up, the final thing then is to click the big red Record button to start recording. Wait to see confirmation that recording is taking place; so we can see here confirmation that we're recording and we can see the timer counting up seconds. So now it's time to open my PowerPoint, which I saved to my desktop, and start making my video. I'm going to put my PowerPoint in slideshow mode and I'm going to say whatever it is that I want to say, and as I normally would I'm going to navigate between my slides using the arrow keys on my keyboard. When I'm finished I'm going to press Escape on my keyboard to exit the slideshow mode of my PowerPoint. I'm going to find Panopto on my taskbar, bring it to the front of my screen, and I'm going to click Stop because I've finished my recording.
You may have noticed the Pause button. If at any point you pause recording (in fact, let's do it now), you will notice that although the recording is paused, the timer is still counting up. What this means is Panopto is still capturing your screen and your voice or whatever sources you opted to capture in your recording. When you press Pause in Panopto therefore, Panopto automatically hides the content that it's capturing while the Pause button is on from students who might view your video. This means that the pause button is not a safe and secure way to stop recording personal, confidential or other content that you don't want other people to see. If something happens during your recording that you really don't want anybody to see then you really must stop the recording, because by pressing Pause we can see that Panopto is still capturing everything that's going on, and while whatever is captured while the pause button is on is hidden from students, any of your colleagues attached to the module site will be able to view the video and see the content you have hidden from students. So really important to know that pressing pause is hiding this content from students, not from staff. So if you think you've suddenly started recording anything confidential or sensitive click Stop instead of Pause. If you make a mistake while recording, however, and you just want a few moments to regroup and remember where it is you are in your recording, you might want to press the Pause button because what it will do is it will save you time - it will save you having to edit out that bit of the recording where you shuffled your papers and reminded yourself of what you were going to say.
When you finish your recording however, press stop. You’ll see this Recording Complete dialogue box. If you're happy with the recording and you want to keep it, click Done. However, if it went horribly wrong or it includes sensitive or confidential material, click Delete and record again. I'm going to click Done. Notice these Upload Progress bars; you must keep Panopto open until these two bars have fully processed. There we go. So once those two bars are fully processed you are free to close Panopto and do anything you like; other work, make a cup of tea. You will know when your video is ready to be watched or edited because Panopto will send you an email notification to your UWE email account.
[bookmark: _Toc53752430]Step 3: Watch your recording
Once your recording has been fully processed and has been saved in the Panopto cloud, you will get an email notification telling you that your video is ready to be viewed. Here is an example of the email you will receive. So it's from Panopto and the title says ‘[Panopto] Ready to view’. If I open the email you will see again confirmation that your video is ready. To watch your video to check it, you can either click on this link or you can click on Play. If you already know that there's some content you need to add or remove from your recording you can jump straight to the edit mode by clicking on Edit. Let's assume though that I think I'm happy with my recording and I just want to watch it back to check that it's ready to be published. In that case I'm going to click on this link to watch my recording. So the recording opens online in the UWE Panopto cloud storage, see here. The recording will automatically start playing when this tab is fully loaded. If it doesn't you can simply press the Play button here. 
The student view of your recording will be identical to this. They will see your PowerPoint here in the main screen. They will see each of your PowerPoint slides along here; this means that they can use your PowerPoint slides to navigate to particular points in the recording, like so. You will also notice this contents list here. By default Panopto will take the titles of your slides and turn them into bookmarks. So like we did by selecting a particular slide at the bottom, students and yourself can also navigate through your recording by clicking on a particular chapter heading. Watch your video through all the way to make sure you're happy with it before you publish it on Blackboard.
[bookmark: _Toc53752431]Step 4: Edit your recording 
If you know that there is something that you need to change about your recording, return to your email and click on the Edit button to go to the edit mode. And you will see that your recording has opened in a new tab and you are now able to perform some editing.  
So if we start with the most basic of edits, which is to hide some content - remember in Panopto there are no destructive edits; this means you're never deleting content, you are simply hiding it from viewers. So any content that you hide won't be seen by your students, but it will be seen by your colleagues if they play your recording from Panopto. It's also important to note that although the audio track and the visual track in your PowerPoint look like two separate sources, they are actually connected, so when you remove some of this audio you will also be removing the PowerPoint, the visual source that went with it, so just bear that in mind. And finally before I show you how to edit, I really want to emphasise the point that we're not expecting you to make perfect videos. We are more than happy for you to make and publish human videos, that's absolutely fine. We're looking for time efficiency as well and it's not worth your time to go editing out all of the ‘um’s or stumbles. If however there is content in your video that you really want to hide, perhaps because it's confusing, perhaps because you made quite a significant mistake that you then corrected later on, I'm going to show you how to do that. 
Let's imagine that this bit of speech here is where I said something that made no sense at all and I really don't want it in my recording. I'm going to make sure that this scissor button, so the Cut button, is activated, so I just clicked on it there. And then I'm going to position the cursor next to the content that I want to hide. I am going to press and hold the left mouse button, and I'm going to drag this grey panel over the content that I would like to hide. When I'm happy that I've covered all of the content that I want to hide, I release the left mouse button, and anything underneath this grey panel will not be seen by students. You can make these cuts multiple times; we can make big ones, we can make small ones, it’s up to you.  
If you change your mind and you need to reveal content that you’ve hidden, you can do this by hovering over the black borderline, waiting until you see the double headed arrow, pressing and holding the left mouse button and reducing the edit like so. If you would like to completely remove an edit, hover over the black borderline until you see the double headed arrow. Press and hold the left mouse button and drag these two black borderlines together until they meet. Then let go of the left mouse button, and you'll see that we've removed that edit. I’ll do that again. Press and hold the left mouse button and bring the two edges together until they meet, then let go.  
To preview your video with your new edits, make sure that the ‘Preview cuts during playback’ box is ticked (it's normally ticked by default) and press Play. If you are happy with your edits, click Apply to save these changes. If you don't like your edits at all and you want to start again, click Revert. But let's assume that I'm happy with my edits and I'm going to click Apply. The dialogue box that opens says ‘Changes applied to video. Close the editor?’ and you click OK. So the page reloads and you can see that your recording is being processed. It says that ‘This page will refresh when the session...’, (in other words the video), ‘...is ready.’ But you can if you like close the tab and wait for your email notification from Panopto. And although you may have previewed the edits in edit mode we would still really recommend that you watch your video back before you publish it.
[bookmark: _Toc53752432]Step 5: Publish your recording on your Blackboard module site
To publish your recording on your module site, navigate to the place on your module site where you would like the recording to go. So for example I have created a Learning Materials folder that is specifically for this period of online delivery. I'm going to click on the folder to enter it.  
To publish a Panopto video on your module site, hover over the Tools button and click on ‘Panopto video link’. The ‘Insert Panopto video’ page will load. So first of all, select the folder that the recording is stored in in Panopto. So this will be the folder for the module site that you're on now. There we go. You may have to wait a moment for the next option to reload. And sometimes this whole page reloads before you can select the lecture. I should point out that where it says ‘lecture’ it basically means recording. So open the dropdown menu and select your recording. Your most recent recordings will be at the bottom. Your recording of course will have a more meaningful title. If it doesn't, this is your opportunity to add a meaningful title. And add a description; it's really helpful to tell your students what you cover in this recording. You might also wish to give details of the activities you would like your students to do in conjunction with watching this recording. Whatever you do it is always helpful to add a description here. Then when you're happy, click submit, and then click OK. And you will see that your recording has been published.  
So what does this look like for students? Well, it looks pretty much the same. If I go to my other browser where I'm logged in as a test student, here is the Learning Materials folder that I put all my recordings in. I go into that folder; here we can see each Panopto video that I have published. And for a student to access a recording they just need to click on the title of the recording. And as you can see when the student clicks on that link, Panopto opens in a new tab and the student is able to watch your recording.
[bookmark: _Toc53752433]Step 6: Adding YouTube content to Panopto
To add YouTube content to your Panopto recording, you do it after you have made your recording and you do it in Edit mode. So with your Panopto recording open, access Edit mode by clicking on the pencil icon in the top right of the screen just here. The page will reload and you will see that you are now in edit mode.  
So the first thing you need to do is identify the point in your Panopto recording where you would like to add YouTube content. Remember, you can navigate through your recording either by using the bookmarks on the contents list, or by scrolling through your recording using the play bar. When you've reached the right section of your recording, identify the exact points where you would like the YouTube content to appear by using the left mouse button to simply click to place the red marker where you would like your YouTube content to be.  
Once you've placed that red marker where you want it to be, look over to the left hand side of the screen below the contents list and you will see an ‘Add a YouTube video’ button. Click this button, and you will see that a YouTube video has been added to this point in your recording. Click on the YouTube video bookmark, and you will see that the main screen reloads. Go to the YouTube content, so in this case I have another tab open with my YouTube video ready. Simply copy the URL of this web page. So I'm going to highlight the URL, I'm going to right click, and select Copy. Then return to Panopto and paste the link to the YouTube video in this box which you will see is labelled Link. So I am going to right click and select paste. I'm then going to use the tab button on my keyboard, which is on the top left of my keyboard, to tab out of the link box into the next box. And you will notice that the main screen has now refreshed and it's showing a preview of the YouTube video that I've added to my Panopto recording.  
If we look at the remaining fields, we will see the next field says Time. This confirms the location of the YouTube content in your Panopto recording, so we can see that this YouTube content is going to appear for students one minute and 51 seconds into my Panopto recording. The next two fields, Start and End, are only applicable if you would like your students to watch only a portion of the YouTube video. So for example, if I only wanted students to watch a short clip of this video, I would enter a start time of, let's say, 30 seconds in, and an end time of one minute. This is just an example and of course you would be entering a meaningful start and end point if you wanted to show a specific clip from a YouTube video.  
If we look below these fields, we see two tick boxes that are ticked by default. So the first is to show your students the YouTube controls when they watch the video. It's absolutely fine to leave this box ticked or unticked. Students will still be able to play the video without this box ticked. The next box is the Autoplay box. So as you can see, this is ticked by default. If you leave this box ticked, it means that when your students come to the point in your recording where you have placed the YouTube content, the YouTube content will automatically start to play. Again, it is your choice whether you leave YouTube content set to Autoplay or not. I am going to leave this box ticked; however, if you unticked it, students with simply have to click the YouTube play button in order for the YouTube content to play.  
Next, if we return to the contents list, you can edit the bookmark for your YouTube video so that your students have a more meaningful bookmark. To do this, simply click on the bookmark for the YouTube video and you will see that the text is highlighted and that we have our editing cursor. So I'm going to click again with the left mouse button. And I am now free to use my keyboard to go to the beginning of the bookmark and add some more information. So I'm going to give this bookmark a more meaningful name, so I'm going to call it ‘Tidal Energy YouTube video’. But if you wanted to you could delete that text and just call it 'Tidal Energy’. But I'm going to keep the words YouTube video so that students who are watching this Panopto recording can clearly see what's coming and they can easily navigate through the recording.  
When you're happy with your edited bookmark, simply click anywhere on the screen. So I'm going to click down here to come out of that bookmark. Now, as with any editing in Panopto, when you are happy with the changes you have made, you click the Apply button which is found here in the top right of the screen to apply your changes. So in other words, to save the changes that you've made. And you will see the familiar dialog box that says ‘Changes applied to video. Close the editor?’ and you are going to say Okay. And as you just saw, the page refreshes and when it reloads you are now in the normal viewing mode. 
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