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1 Create a Panopto item for each of your Moodle courses.

1.1 * Each semester, you need to do this once for each course. *
1.2 Login Moodle.

1.3 Gotothat course.

1.4 Turn editing on.

1.5 Under “Add a block” at the bottom left, select “Panopto”.
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1.6 Under the newly-added “Panopto” block at the bottom left, click “Provision

Course”.

Panopto -1 |

This course has not yet been provisioned.

Provision Course

1.7 Then click “Back to course”.

e =) | . http://Ims.In.eduhk/blocks/panopto/provision_c
File Edit View Favorites Tools Help

& Lingnanii m x 2 | mha

University == Hongkang Lu‘:f_

[T

Provision Courses
Dashboard » Panopto » Blocks » Panog

Course Name
ITSC Training: ITSC Training

No Users synced with folder yet
With new AP all users enrolled in this

Resuit
Successfully provisioned course {48907

=C.
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2 How to record videos with Panopto?

2.1 Login myLingnan Portal > click the “IT Corner” tab > click to open the Panopto

webpage.

eGreetings
@ungponyn e S
A ;,'L:M*U‘U{" g,C:ilﬁ{}

Recording and Live-streaming Software

&3 Panopto”

How to use Panopto

Official Panopto Help

2.2 Click “Create” > “Record a new session”.

(& This site isn't secure E Mail - Felix Hui - Qutlook

[ Record a new session
Record from your Mac or Windows PC

- llnlaasd mandia ["

3
{. Last modified: 6 Sep 2021

Information Technology Services Centre



Publishing Videos in Moodle

2.3 Click to select your course folder as below. Your video will be saved there.

S Panopto — O x®
. \ . - ihed\felixhui
@ Create New Recording :=) Manage Recordings 0 ) Settings L Si';n' o:t'
Session Settings @ Webcast

Folder Choose a folder or start typing to search

MName Lingnan-Archives
Moodle

IeC Taining ITeC Training

Bl SOC-3003-1.201909 (CRN:688): Ethnicity&Ethnic Minorities

il SOC-3204-1.201909 (CRN:702): Society and Social Change

B8 50C-504-0.201909 (CRN: 5771): Comp Soc Pol in GC &amp; EA
il 55C-3003-1.201909 (CRN:723): Digital Society

William Testing panopto course: Wilham Testing panopto course
> il Moodle-archive

Primary Sources @

2.4 Adjust the following settings to suit your need. The following is a typical example.

la Panopto

@ Create New Recording ) Manage Recordings

Session Settings @ Webcast

Folder ACT-3202-1.202001 (CRN:6): Cost Accounting

Record Name Week 1 Class

Join Session v

Primary Sources @ PowerPoint x  Main Screen x  Logitech Webcam C930e  x

Video | Logitech Webcam C3925e -

Audio .Line In (Realtek(R) Audio) -

Quality  Standard s

Capture Computer Audio

Secondary Sources
Capture PowerPoint

Capture Main Screen |
Logitech Webcam C930e bt T

Add Ancther Video Source

Screen capture in progress

BB cnohle crrean ranhire nraview

Resolution .1920)(1080 /| fps @——— 8  kbps @——— 600 o
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2.5 Then press to start recording.

) Panopto

Record

2.6 After finish recording, press to stop.

d Panopto

o,

(-I) Create New Recording

o

Recording 00:00:03

Folder ITSC Trainin

Stop Fause Mame Tuesday, 5S¢

2.7 Click “Done” to upload the recording.

Recording Complete

Session name

Tuesday, September 10, 2019 at 1:36:22 PM

Located in folder
ITSC Training: ITSC Training
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2.8 Wait for the upload to finish. It will usually take a few minutes.

&3 Panopto = O X

S . F . ified\felixhui
| Create New Recording Manage Recordings g Sign out

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

Uploaded Recordings

Start Time Duration Folder Session Actions Status / Link
9/10/2019 12:15PM  00:01:03  ITSC Training: ITSC Traini... Tuesday, September 10, 20... [N IS A Lo M s S0y E’e;i::sﬁha"e Edit

2.9 When “Processing” disappears, the upload is done.

&3 Panopto = O x

) Create New Recording i . ings

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

Uploaded Recordings

Start Time Duration Folder Session Actions Status / Link

9/10/2019 1215 PM  00:01:03  ITSC Training: ITSC Traini... Tuesday, September 10, 20... [EEECIEIEIN BECAeiiLEME Resume Share Edit View
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2.10 Go to your course folder to confirm the recording.

|| @ https://lingnan.ap.panopto.com,/Panopto/Pages/Sessions/List.aspxfolderlD="ccf8)

‘ﬂ‘ Home

n My Folder

« Shared with Me
|_u Evenything

.} In Progress

EI Browse

& Lingnan University - Staff Direc...| & IT Corner - Lingnan University | & ITSC Training: ITSC Tra

= Lingnansi & Xk 2 ‘ Powered by | gearch in folder "ITS

Univers It‘f 3k Hong Kong Panopto
Browse R
All Folders My Folders
| Search all folders... Lo |
» B3 My Folder A

» B ARTS
» B Default Folder
Bl FIN-INS
W Get Started with Panopto
» B TSC
» LB
* IB Lingnan-Archives
E Moodle
I |T5C Training: ITSC Training
B sOC-2003-1.201909 {CRMN:688): Ethnicity&E
B s0C-3204-1.201909 (CRM:702): Society and

I 50OC-504-0.201909 (CRN: 5771): Comp Soc

I 55C-3003-1.201909 (CRN:723): Digital Socie

I william Testing panopto course: William Te:

=C.
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3 How to upload videos to Panopto?

3.1 Login myLingnan Portal > click the “IT Corner” tab > click to open the Panopto
webpage.

IT Corner ITSC

eGreetings
@ungponyn e S
A ;,'L:M*U‘U{" g,C:ilﬁ{}

Recording and Live-streaming Software

&3 Panopto”

How to use Panopto

Official Panopto Help

3.2 Click “Create” > “Upload media”.

Record a new session
Record from your Mac or Windows PC

Webcast

) o Upload media
Create new sessions by uploading video or audio
. R\:l

Prepare a webcast and share a link to it q
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3.3 Click to select your course folder as below. Your video will be saved there.

Add files tc| | - |

» Bl Lingnan-Archives

Bl vocdle
il ACT-3202-1.202001 (CRM:6): Cost Accounting

il ACT-3301-1.201909 (CRN:10): Auditing |

I il ACT-503-0.201909 (CRM: 5763): Cost &amp; Management Accounting I

il ACT-604-0.202001 (CRN: 5876): China Tax:An Int'| Perspective

il ACT-605-0.202001 (CRN: 5877): Contemp. Issues in Mgt Acct

3.4 Upload your video files.

Add fi|ES to My Folder - x

®

B ——— )

Drag video or audio files here (or click to find on
your computer)
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3.5 Close the following window after the upload.

Add files to wy rolser .

®

B — )

Drag video or audio files here (or click to find on
your computer)

v Upload complete. You can close this window now.

2EC-Sample

Processing
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3.6 Goto your course folder to confirm the recording.

|| @ https://lingnan.ap.panopto.com,/Panopto/Pages/Sessions/List.aspxfolderlD="ccf8)

‘ﬂ‘ Home

n My Folder

« Shared with Me
|_u Evenything

.} In Progress

EI Browse

& Lingnan University - Staff Direc...| & IT Corner - Lingnan University | & ITSC Training: ITSC Tra

= Lingnansi & Xk 2 ‘ Powered by | gearch in folder "ITS

Univers It‘f 3k Hong Kong Panopto
Browse R
All Folders My Folders
| Search all folders... Lo |
» B3 My Folder A

» B ARTS
» B Default Folder
Bl FIN-INS
W Get Started with Panopto
» B TSC
» LB
* IB Lingnan-Archives
E Moodle
I |T5C Training: ITSC Training
B sOC-2003-1.201909 {CRMN:688): Ethnicity&E
B s0C-3204-1.201909 (CRM:702): Society and

I 50OC-504-0.201909 (CRN: 5771): Comp Soc

I 55C-3003-1.201909 (CRN:723): Digital Socie

I william Testing panopto course: William Te:

=C.
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4 Make sure your videos are in the correct folders in Panopto.

4.1 Login myLingnan Portal > click the “IT Corner” tab > click to open the Panopto

webpage.

eGreetings
@ungponyn e S
A ;,'L:M*U‘U{" g,C:ilﬁ{}

Recording and Live-streaming Software

&3 Panopto”

How to use Panopto

Official Panopto Help

=C.
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4.2 Click “Browse” > “the arrow beside Moodle” > your course and make sure your
videos are there. Otherwise, perform the steps below.

e 21| @ htips://lingnan.ap.panopto.com/Panopto/Pages/Sessions/ List.aspxfolder|D= %]

& Lingnan University - Staff Direc... & IT Corner - Lingnan University & Moodle: Panopto

= Lingl"iﬂn y M - Powered by Search in folder
'..ll‘IT'\I'E'ISH‘;,ir il Hong Kong Panopto
A Home Browse R
My Folder All Folders My Folders
B vy y
< Shared with Me | Search all folders... o |
||_l Everything » B3 My Folder A

¢ I ARTS

.} In Progress
* I Default Folder

I FIN-INS
:I Browse )
I Get Started with Panopto

» Il TSC
» LB
* B Lingnan-Archives
Moodle
I ITSC Training: ITSC Training
S0C-3003-1.201909 {CRM:688): Ethnicity&E

I S0OC-3204-1.201909 (CRN:702): Sodiety and

I S0C-504-0.201909 (CRN: 5771): Comp Soc

I 55C-3003-1.201909 (CRN:723): Digital Socie

I William Testing panopto course: William Te:
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4.3 Click “My Folder”.

e & https://lingnan.a

& Lingnan University - Staff Direy

= Lingnan

Univer

ﬁ Home

« Shared with Me
|g Everything

.) In Progress

EI Browse

4.4 Mouse over the video and then click “Settings”.

Thursday, September 5, 2019 at 7:29:22 PN

Share | # Edit |l Stats W Delete

4.5 Click “Edit” on the line “Folder”.

[>] Thursday, September 5, 2019 at 7:29:22 PM

Session Information

Name Thursday, September 5, 2019
Share
Outputs Folder My Folder
Quiz Results Preview image
Streams
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4.6 Click to locate your course folder as below.

[>] Thursday, September 5, 2019 at 7:29:22 PM (copy)
Session Information
Eﬁm MName Thursday, September 5, 2019 at 7:29:22 PM (copy) Edit
are
Outputs Folder Choose a folder or start typing to search hd
Quiz Results (@ Quick access ~
Streams Preview image &3 My Folder
Clips il TLC-previous
Search
] Ml LU-5CC (adited) in My Folder
Captions
Manage 03 All folders
. . >
Log Viewer link &3 My Folder
> Bl ARTS
Owner
) » I Default Folder
Videographer
il FIN-INS
Start
il Get Started with Panopto
Duration > 8 Tse
Webcast > B8 LE
Discussion » i Lingnan-Archives
Downloads Moodle
il [TSC Training: ITSC Training
p—
Description B 50C-3003-1.201909 (CRN:688): Ethnicity&Ethnic Minorities
il 50C-3204-1.201909 (CRN:702): Society and Social Change o
Edit il 50C-504-0.201909 (CRN: 5771%: Como Sec Pol in GC &amp: EA
Actions

4.7 Click “Save”.

X1 Thursday, September 5, 2019 at 7:29:22 PM

Session Information

Name Thursday, September 5, 2019
Share
Outputs Folder aining: ITSC Training
Quiz Results Save fCancel
Streams Preview image
Clips

4.8 Go back to step 4.2 to make sure your videos are in your course folder.
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5 Get the video link and announce it in Moodle.

5.1 Mouse over the video and then click “Share”.

Thursday, September 5, 2019 at 7:29:22 PN

o Settings * Edit | b Stats | W Delete

5.2 Copy the video link and announce it in Moodle.

[*] Monday, December 9, 2019 at 10:37:07 AM Learn more X
Overview Link | Embed

Outputs https://lingnan.ap.panopto.com/Panopto/Pages/Viewer.aspx?id=673014d5-ef95-4376-8cbb-ab1e002b4a3f

Quiz Results
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