Getting Started with Panopto

Panopto is GVSU’s private video hosting service that will allow you to quickly create, edit, caption and host any
academic videos. This user guide will take you through the basics of using Panopto.

Creating Content in Panopto

1. To start creating content in Panopto go to gvsu.hosted.panopto.com. Click “Sign in” on the top right
and in the pop-up also click sign in. At the Blackboard sign-in page enter your credentials and once you
click “login” you will be redirected back to Panopto.
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2. Once you are in Panopto navigate to your “My Folder” in the top left.
Add a new folder for all courses, by clicking “Add folder” in the middle of the screen.
Give the folder a title, you may want to use your course name.
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3. Once you have created that folder click it.
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4. Once in your course folder, click create and then click “record a new session”
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5. If this is your first time creating content with Panopto you will first need to download and install the
Panopto recorder.
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6. Once you open the recorder you will see the red Record button.
Give your video a name in the session area.
Choose if the front facing camera is to be on or not in the primary source video area, if you would like
to turn it off you can do that in the drop-down menu to the left.
The secondary display you will want to be your computer screen. This should be the default setting.
Once you have things set up to record click the record button on the top left, minimize the recorder
and start recording!



Record A Session

7. Once you are done recording bring the recorder back up and click the stop button on the top left.
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8. Once you stop recording click the upload button
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9. Once you hit upload you should see this screen which will show you the status of your upload. Once
your video is fully uploaded and processed you will receive an email from Panopto. At this point you
can close the recorder and go back to your Panopto library at gvsu.hosted.panopto.com.
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Editing and Captioning your Video
1. After your video has uploaded click edit, you will need to hover your mouse over your video for this
option to appear.
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2. Once you are in the editing area move your cursor to the beginning of the timeline and click and drag
your mouse to the right up to the point you would like your video to start at, do the same for the end
of the video. If you click in the center of the video you can also make edits in the middle of your video.
Any content in the timeline that is white represents what your viewer will see. Once you are done
editing click apply at the top
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3. Add captions: Back in the edit area click captions on the left hand side and the click “import captions”
and select “import automatic captions”. This will import the automatic captions that Panopto has
created for you.
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4. You can easily edit the automatic captions by double clicking on the caption text. Once your captions
are correct click publish on the top of the screen.
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Provisioning your BlackBoard Course
To use Panopto in your courses you will first need to provision a Panopto folder for each course each
semester, you use Panopto.

1. Go to the tools section of your Bb course.

MyBb GVSU Libraries

Panopto Test Announcements Edit Mode is m 0

Announcements

New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move priority announcements above the
repositionable bar to pin them to the top of the list and prevent new announcements from superseding them. The order shown here is the order presented to students.
Students do not see the bar and cannot reorder announcements.

Panopto Test
Announcements

Instructor Information

Syllabus

Create Announcement
Daocuments
Assignments
New announcements appear below this line
Discussions
Grad

races No Announcements found.
Emall
Tools

Help

2. Click “Panopto Content”

Tools
Panopto Test
Announcements
Achievements |  Hide Link Journals | Hide Link
Syllabus
Achievements Create and manage journals that can be assigned to each user in a group for

Documents
the purposes of private communication with the instructor.

Assignments

B = : Announcements | Hide Link
Iscussions { McGraw-Hill Higher Education | Hide Link

Create and view Course Announcements.

Grades
Access and Mgnage McGraw-Hill products for this course through Blackboard.
Emall
Tools Blackboard Collaborate Ultra |  Hide Link
L MyiGrades | Mide Link
Help Schedule and Join Blackboord Collaborate Ultra web conferencing sessions /
and view recorded archives Displays detdled information about your grades
Blogs = Hide Link .: Panopto Content | Hide Link
Control Panel Create and manage blogs for Courses and Course Groups Panopto Content
Content Collection
Course Teols Calendar | Hide Link b | Qwickly | Hide Link
Achievements Track important events and dates through the Colendar. Qwickly tool.

Announcements

3. Click configure

This course is not provisioned with Panopto. Before a course can be used with Panopto it must be setup.

Configure



4. Click “Add Course to Panopto”
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Add Course to Panopto
) Creates a Panopto folder for the course and sets up access so that instructors are able to create content in the folder and students are able to view
it.
Once the course has been added to Panopto you may associate additional Panopto folders to the course.

5. Click “Return to Course”

Course Name
Creating Digital Media
Instructors
bb\melicjus.sup
bb\robmatth.sup
bb\stgermav.sup
bb\melicjus
bb\bridwehu.sup
bb\barricks.sup
bb\kenwardk.sup
Teaching Assistants
No teaching assistants.
Students
bb\bellja, bb\millers, bb\owendesj, bb\mishraj, bb\matthewa, bb\keranesa, bb\edwardss, bb\morganm, bb\geiselr, bb\laningas, bb\northupm, bb\truskows, bb\kaiserc, bb\sergeana,
bb\burdg, bb\anderach, bb\fernans, bb\huizingg, bb\barnever, bb\huang|, bb\nieboesu, bb\schellia, bb\carisnan, bb\pagep, bb\robertsk, bb\catai, bb\luttenme, bb\mlynarcs,
bb ardl, bb\roodsc, bb\pettiboj, bb\bakerb, bb\karpenm, bb\springro, bb\campb bb\fordke, bb /j, bb\kautzc, bb\terryg, bb\jaskiewl, bb\spraggib, bb'
bb\damourca, bb\kanabosn, bb\rossdavy, bb\fredrial, bb\walshj, bb\welledan, bb\wheelesa, bb\meyerinr, bb\muellera, bb\triezenc, bb\welkerl, bb\vroons, bb\johnsor2, bb\evanskr,
bb\mehallc, bbolsjenni, bb\sterlljo, bb\]anesp, bb\senkowke, bb\reinholm, bb\riccom, bb\leonm, bb\luurtslo, bb\zacks, bb\barronke, bb\williab2, bb\dunnc, bb\mckeeki, bb\evansda,

bb\diarrasn, b Isora, bb\defrancn, bb\parkert, bb\kongh, bb\wilsonra, bb\sheffiea, bb\andjul1, b senej, bb\harroc, bb\d j, bb\clarksa1, bb\mathewst,
bb\sunwa, bb\seleznee, bb\nourma, bb\fitzpaco, bb\wildeymi, bb\perrinet, bb\philbinj, bb\schuelka, bb\schmitj, bb\frlesele bb\cronkrij, bb\powersra, bb\hough!ol bb\macdonel,
bb\libmank, bl bb\solisj1, bb yj, bb\chappels, bb\tumal, bb\codegam, bb\malaretd, bb\benjamsc, bb\raay bl bb\b sup, bb\ ak,

bb\barnhaka, bb\chenh, bb\cooperkr, bb\forsluna, bb\pettesj, bb\jacobale, bb\kneeshta, bb\mennenga, bb\mollaziz, bb\murphyp, bb\orrv, bb\rohwergi, bb\rosenera bb\smithre,
bb\taitk, bb\vogelzjo, bb\willishe, bb\yenh, bb\buckrids, bb\chycinbr, bb\clappve, bb\coviakc, bb\sunw, bb\vukr, bb\whippsj, bb\kochb, bb\rhoadsr, bb\heidke, bb\fortesm, bb\chenhs,
bb\mooredu, bb\ruenm, bb\cadenac, bb\saintamm, bb\bergakkb, bb\morrowd, bb\palmerv, bb\smithsu, bb\wangdiy, bb\jasinsam, bb\gielowc, bb\bradlesa, bb\chesserb,
bb\delarosd, bb\deyonann, bb\fowlerjo, bb\macauleb, bb\mccadana, bb\rogersia, bb\berlins, bb\hooperba, bb\daveymeg, bb\anlee, bb\burrisr, bb\cornelta, bb\goeriscd,
bb\greensco, bb\leonardr, bb\masonja, bb\palmerzs, bb\riksenm, bb\rothstej, bb\rupprh, bb\ kerc, bb liz.guest, bb\vetterla, bb\l nv.guest, bb\burnsli, bb\davirebe,
bb\simons, bb\milledia, bb\bnntnar, bb\pradovan, bb\andrewffo, bb\johnssid, bb\paynen, bb d, bb\ dgen, bb\calkmic, bb dk.sup_previewuser, bb!

bb\herlandj, bb eh, bb\bangfma, bb\niucoope, bb\sheffjos

Users without access to Panopto folder
(no one)

Result
Successfully provisioned course Creating Digital

Configure more folders Return to course




Sharing Your Content in BlackBoard

1. Once in BlackBoard go the section you would like to add your video and go to Build Content and then
click Panopto Video Embed.
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2. Select your video from the list shown. If you don’t see your video click the drop down menu at the top
and find the folder where your video is located. Once you’ve selected your video click “Insert Videos”

Search for a Panopto video
Look for o Ponopto video you wish to embed as content.

The Supreme Court
Home Page
Learning Objectives
Leamning U
Discussion Board
SELECT PANOPTO VIDEOS
Jo

Assignments

Grades EDT312

Choose Upload

Course Management

Control Panel ‘
Content Collection Testi r.lg )
Course Tools
Evaluation

Grade Center
Course Introduction

Users and Groups

ind Utilities

Test

Quick Unenroll

Record

Cancel




3. Once you’ve added your video your BlackBoard page should look like this!
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