INSTRUCTIONS FOR RECORDING AND SUBMITTING
A PRESENTATION/ORAL IN CANVAS

Please carefully read the guidelines below. You are advised to familiarise yourself with the
instructions well in advance of the submission deadline.

For queries about how to submit your assessment — contact mah-cao@sussex.ac.uk.

INSTRUCTIONS

e Your recording must be recorded / uploaded in the Canvas module site, in the Panopto
assignment folder titled ‘RESIT ORAL/PRESENTATION’.

To find the Panopto assignment folder on the Canvas site, go to Page 3 of this guidance -

Locating the Panopto assignment folder

e You can record your presentation using the Panopto recorder app, referring to the instructions
on Page 4 — Recording a presentation with the Panopto recorder app

Alternatively, you can upload a pre-recorded file using the instructions on Page 8 — Recording
a Presentation with your own software and uploading to Panopto
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Submitting a Panopto assignment

This guide will take you through the process for recording and submitting a Panopto
assignment. It includes instructions for Windows computers, Mac computers and mobile
devices. Please use the contents list below to find the section/s relevant to you.

Remember it can take some time to upload a video submission particularly if you have a
slower internet connection, so please leave a good amount of time to submit your
assignment before the deadline.

This guide will cover:

Submitting @ Panopto aSSIgNMENT ..........uuiiiii e e e e e e e e e ee e e e e 2
4o [T =T 0 =] ] £ 2
Locating the Panopto assignment fOIUET .........oouuviiiiiiieee e 3
Recording a presentation with the Panopto reCorder app ........ceeeviiiiiieeeeeeeeeesieeeeeeen 4

Downloading and installing the Panopto recorder app .........cccvvviiiiiiieeereeeiiiiiis e eeeeeaenns 4
Recording with Panopto fOr WINQOWS ...........euiiiiiiiiiiiiiiiieee e 5
Recording with Panopto fOr MAC..........couuiiiiiiiieeoi e 6
Recording a presentation with your own software and uploading to Panopto..................... 8
Uploading a recording to Panopto from a Mac, PC or mobile browser.............ccccccuvnnnnes 8
Downloading and installing the mobile app. ... 9
Uploading a video on the iOS Mobile app. .....ovvviioiiii e 11
Uploading a video on the Android mobile app. .......cceeeviieeiiiecci e, 13
Viewing your submission and making Changes...........ccccouiiiiiiiiiiiiei i 14
How to Submit a Video ASSIgNMENt iN CANVAS .........ooiieiiiiiiiiiiiiiieee e 16
0 0] & 0 S 18

Requirements

You will need:

e A PC, laptop or mobile device with a camera.”

¢ A microphone. Most mobile devices and laptops come with built in microphone.

e Speakers or headphones to listen back to your recording.

e A quiet space to work.

e An internet connection for downloading Panopto's recording app and uploading your
recording.

" Note: The Panopto app for mobile devices is not well-suited for recording PowerPoint or similar
screen presentations, but will capture audio and video well.
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Locating the Panopto assignment folder
You tutor will have created a Panopto assignment folder in your Canvas module site.

1. Navigate to the Canvas module site.

2. Click the link to Panopto Recordings from the module menu (A).

3. If you have a Panopto assignment you should see an assignment folder. The
assignment folder has the title ‘RESIT ORAL/PRESENTATION’ (B). Make sure that
you click on this folder before starting to upload/record your presentation.

[ Panopto Recordings x  +
&« C @ canvas.sussex.ac.uk/courses/11501/external_tools/3491 o A 1 @R W
1_19 — Matthew's Demo Course > Matthew's Demo Course
UNIVERSITY
OF SUSSEX
Search in folder "Matthew's Demo Cou... Q Create ~
Home
Announcements &

Im Matthew's Demo Course -
Assignments

Grades A el
Units 8 Matthew's Demo Course ) B
Reading List Matthew's Dema Course [assignments]

s

b

H S
SR S Lecture 1 streamed online
[E— it

Conferences 12701

Videos uploaded to an assignment folder are visible to you and your course tutors only.

Once the due date for your assignment has passed your tutor will close the assignment
folder and you will no-longer be able to access or submit your assignment.
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Recording a presentation with the Panopto recorder app

Downloading and installing the Panopto recorder app

1. Inyour web browser, go to https://sussex.cloud.panopto.eu/
2. Check that University of Sussex is selected and click Sign in.

Uus
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Pa nopto

Sign in to Panopto

University of Sussex -

We use cookies to remember your preferences and measure how our site is
used. By continuing to browse this site, you are agreeing to our use of cookies.
Learn more

3. Sign in with your University log in details (e.g. aa001l@sussex.ac.uk) and password.
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Sign in with your organizational account

someone@example.com

Password

Sign in with your University log in details (e.g.
23a001@sussex.ac.uk) and password.
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4. Click Download Panopto at the top of the screen.

lE ngﬁg Search in folder "Panopto Training Site"... Q [ 54 -
‘oF Sussex i &3 Download Panopto  flelp ~

f Home @8 Panopto Training Site < g
B3 My Folder 1 | CRefresh =B BZ == Filter by date () Show scheduled recordings
< Shared with Me Sortby: Name Duration Date w

||_= Everything Add folder

InP
®) in Progress ,._b 24 January 2020 at 13:41:07

oY

5. Select either the Windows 64-bit or Mac OS version depending on what device you

are using.
¥ Download & Record X
Panopto
Record PowerPoint, video, and audio presentations on your Mac or Windows == Dgwn\oad Installer
PC. Upload recordings to your Panoptoc site to share with students and YVm(}ows 7 el
coworkers. 32-bit
sl Download Installer
MW windows 7 and up
64-bit
1
4
3 Download Installer

macOS 10.13 and up

6. When the file has downloaded, open it and follow the prompts to install the program.

Recording with Panopto for Windows

=

Go to your Canvas Module site.

Click the Panopto Recordings (A) menu item,

3. Click on the assignment folder titled ‘RESIT ORAL/PRESENTATION’. This step is
important. You must submit your presentation to this folder for the marker/s to see it.

4. From the Create (B) dropdown choose Record a new session (C).

(You will be prompted to open/launch Panopto.)

N

= Matthew's Demo Course > Matthew's Demo Course

(coco -

Home Search in folder "Matthew's Demo Cou Q
Announcements e Record a new session (
I Matthew's Demo Course [assignments] - Recdkd from your Mac or Windows PC (]
Assignments
Grades t Name Duration Date w»

Create new sessions by uploading video or audio

A

X This folder contains no videos. = Playlist
Panopto Recordings »  Create a new video playlist
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The Panopto Recorder for Windows

& Panopto - [} X
@ Create New Recording Manage Recordings
Session Settings @ Wwebcast
E Folder Matthew's Deme Course [assignments] M w
Record Mame Art History Presentation - Candidate No 935898 B

PowerPoint X Main Screen X

Video Microsoft® LifeCam HD-300( ~

Audio  Desktop Microphone (Micros

Quality Standard C

Capture Computer Audio

Secondary Sources
Capture PowerPaint Screen capture in progress

Capture Main Screen

Add Another Video Source

. Enable screen capture preview

Resolution | 1920x 1080 ~ | fps ———— 8 kbps -———— 600 7]

1. The folder (A) will automatically be set to your module assignment folder.

Enter a meaningful title including your candidate number (B).

3. Check your video and audio (C), you will see the sound meter move up and down as
confirmation that audio is detected. Make sure your video is being captured

4. Ensure PowerPoint is selected (D) if using PowerPoint.

Click to Record (E), your recording will now start.

6. If using a PowerPoint presentation, open this now, start the presentation and work

through the slides as you normally would.

When finished, return to the Panopto recorder app and click Stop.

8. Click Done in the pop-up window. Once uploaded and processed your recording will
then be available to you and your tutors.

Recording with Panopto for Mac
1. Go to your Canvas Module site.
2. Click the Panopto Recordings (A) menu item,
3. From the Create (B) dropdown choose Record a new session (C).
(You will be prompted to open/launch Panopto.)

N

o

~

— Matthew's Demo Course > Matthew's Demo Course

Search in folder "Matthew's Demo Cou... Q

ezm B

. Record a new session ( :
Recdkd from your Mac or Windows PC &

Home

Announcements
m Matthew's Demo Course [assignments] -
Assignments

Grades Name Duraton Date v

Units /\ }
, This folder contains no videos. = Playlist
Panopto Recordings »  Create a new video playlist

Create new sessions by uploading video or audio
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The Panopto Recorder for Mac

@ Record A Session
Choose folder and session name Manage Recordings
Folder Matthew's Demo Course [assignments] m
Session Art History Presentation - Candidate No 935899 Join Session
Record Pause Webcast
Primary Source Secondary Sources

Secondary 2

Video FaceTime HD Camera (Built-in) u
Audio Built-in Microphone [T

Capture Computer Audio (beta)

Slides

Record PowerPoint
Record Keynote
Source Built-in Display ﬁ

=

The folder (A) will automatically be set to your module assignment folder.

Enter a meaningful title including your candidate number (B).

3. Check your video and audio (C), you will see the sound meter move up and down as
confirmation that audio is detected. Change the video to none if you do not want to
capture video.

Ensure Record PowerPoint is selected (D) if using PowerPoint.

Click to Record (E).

6. If using a PowerPoint presentation, open this now, start the presentation and work
through the slides as you normally would.

When finished, return to the Panopto recorder app and click Stop.

8. Click Upload in the pop-up window. Once your recording has been uploaded and
processed it will then be available to you and your tutors.

N
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Recording a presentation with your own software and uploading to

Panopto

If you are familiar with alternative software and would rather use that, you can, provided it
allows you to capture all the elements required for the assignment. Panopto will allow you to
upload either video or audio files. If you are unsure of what is required for your assignment,
please check with your tutors.

The Panopto recorder app will automatically upload your recording to Panopto however, if
you are using your own software you will need to upload your recording to Panopto.

Uploading a recording to Panopto from a Mac, PC or mobile browser

1. Navigate to the relevant module in Canvas.

2. Click on the Panopto Recordings menu item (A).

3. Click to open the assignment folder titled ‘RESIT ORAL/PRESENTATION’ (B). This
step is important. You must submit your presentation to this folder for the marker/s to
see it.

Click Create (C) and from the dropdown click Upload media (D).

- Search in folder "Matthew's Demo Cou. Q Create ~ C
UNIVERSITY Home

OF SUSSEX
. Announcements B
"“ B Matthew's Demo Course [assignments] -

Assignments

[ Record a new session

Account Up\oad madla
C‘FJ Grades y: Name Duration Date v o Create "NW sessions by uploading video or audio
Dashboard Units -
- This folder contains no videos. = Playlist
Reading List »  Create a new video playlist

Modules "
Hub
. A New Folder
888 i 1 Matthew's B ok 5@ [ass ents| ¢
|Pannpto Recordings In Matthew's Demo Course [assignments] o

Calendar

5. Click Choose video or audio files.

Add files tO Matthew's Demo Course [assignments] hd X

®

» -O0————0

Choose video or audio files

6. Find the relevant mp4 video (or mp3 for audio) file select it and click open.
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®

»  —O—— O

Choose video or audio files

MNML-March12-120243PM
17601342 MB 0:08

1 |mea

You should see the recording is now uploading.

Once uploaded and finished processing you should be able to return to the assignments
folder and play back the recording. See Reviewing your submission and making changes.

Downloading and installing the mobile app.
1. Download the Panopto app from the App store for iOS or the Play Store for

Android.
i0S Android
15:50 il 46 & L %0 @0 B 510
« Search
Q_ panopto & Cancel € Q
r

Panopto Panopto
d **_, v = .3 Panopto, Inc.

.

Rate this app

Tell others what you think

A G * G+ G * S A ¢

Write a review

Panopta Mobile
Productivity GET
Developer contact ~

® Website

2 Email
support@pancpte.com

{) Privacy policy

Tl
/A
(
@
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2. Open the app, enter your university
email address (your IT username
@sussex.ac.uk i.e.
abl23@sussex.ac.uk, this is to find our
instance of Panopto without you having
to type the web address in full), then
click Next.

3. Click Sign in.

4. Enter your ITS username and
password (the same you use for
logging in to Canvas i.e.
aa001@sussex.ac.uk).

You are now signed in to Panopto.

UusS
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Enter URL

€3 Panopto

Sign in to Panopto

Eptor valir omail addroce

™
Tem
Enter URL
UNIVERSITY
OF SUSSEX
Sign in to Panopto
University of Sussex v

We use cookies to remember your preferences and
measure how our site is used. By continuing to browse
this site, you are agreeing to our use of cookies.
Learn more

US
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Sign in with your organizational account

[ )

‘Lon\eume'cukxnr'lu\e com

Password

| T )

Sign in with your University log in details (e.g.
aa001@sussex.ac.uk) and password.
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Uploading a video on the iOS mobile app.

1. Click on the menu icon (three
horizontal lines).

2. Click Record & upload.

3. Choose the [assignments] folder
corresponding to the module you
would like to add the recording to.
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All sessions Q

Lecture 10 - 27 February 2020 at
14:20:43

Ful 213 Mark 02 March 2020 at 15:04:27

[ZJ) Livrary weicome [webinar]
Intornational Marketing for March 2020
02 March 2020 at 14:35:33

950N1 Lecture 6.Descriptive Analysis
PartC

CanvasProduction\d.axson.
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4. Click Choose a video to upload
one from your device.

5. Select the video you want to upload.

6. Click Choose and give your recording
a name.

UusS
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ancel Record

——
Start recording

Choose a video

New session in 00631824

Title

< Photos Videos

P

Cancel Choose
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7. Your video will now upload and
process. Your video will be ready to
view when processed.

Uploading a video on the Android mobile app.

1. Click the upload icon.

2. Click in the area within the dotted line.

UusS
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Wil 3 g 514

&3 All Sessions N K

04 March 2020 at 09:16:04
3/4,

= & Panopto integration te
2 LeeRussel

Lecture 12 - Plant-fungus
Associations 04 March 2

w Exercise class 6
B oo

Tue, Mar 32020 at 6:26 PM

Choose video or audio
files
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3. Choose a video to upload.

Modified v

W VID_20200304_051634859.mp4
S16AM 1057 M8
Screenshol 20200304-051536.png
S15aM 5934k8

Screenshot_20200304-051449.png
514 M kB

¥ screenshot 20200304-051405.png
Saam 8mis

——  Screenshot 20200304-051357.png
S13am 989948

Screenshot_20200304-051303.png
513AM 57.92k8

Screenshot_20200304-051009.png
50 AM 69608

4. Your video will now upload and

&3 Upload A
process, you can click the home icon,

your video will continue uploading.
Your video will be ready to view when
processed.

®

> o———3%

Choose video or audio
files

VID_20200304_051...
019

. 2661 1 me

Viewing your submission and making changes

Once you have uploaded your recording this should be visible to you and your tutor/s only.
You will not be able to see your peers submissions and they will not be able to access yours.
You can review the submission by returning to the Panopto [assignments] folder. See
Locating the Panopto assignments folder.

From the Panopto [assignments] folder:

1. Click the recording to open and view it (A).

2. You can make minor edits via the edit button (B).

3. Click Delete to delete the recording. You can delete and re-record or re-upload at
any point up until the deadline.

14
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— Matthew's Demo Course > Matthew's Demo Course

Héinie Search in folder "Matthew's Demo Cou Q
Announcements
BB Matthew's Demo Course [assignments] -
Assignments
Grades Sort Name Duration Date v
Units My Presentation - Candidate No: XXOXXO

Panopto Recordings B
3 © X Settings < Share /' Edit i Stats W Delete

Zoom

Reading List

4. Remember you must include your Candidate number in the title of your recording. To

change the name of your recording, click Settings (B).
5. Click the Edit link next to Name (C).

— Matthew's Demo Course > Matthew's Demo Course

[*] My Presentation - Candidate No: XXOXXO

Home
Announcements
Overview Session Information
Assignments Share _ )
Share Name My Presentation - Candidate No: XXOXX® Edit ‘
Output y
Grades e Folder Matthew's Demo Course [assignments]
Quiz Results = = i
Units Bating Preview image - A Edit
Panopto Recordings ‘ Clips I &1
Search }
Zoom Captions ’ 1]
Reading List ==l Manage
Viewer link hittps//sussex.cloud.panopto. pto/Pag . 88pX

Log

6. Change the title then click Save (D).

=— Matthew's Demo Course

Home
Announcements
Assignments
Grades

Units

Panopto Recordings
Zoom

Reading List

Matthew's Demo Course

=] My Presentation - Candidate No: XXOXXO

Session Inf
Share Name [ My Presentation - Candidate No: XXOXXO -3
Outputs Save Cancel
Shréans Preview image cxes S— | Edit
Clips I e —
‘ Search 3 l1 1 =

3 Captions =

=l Manage
Log

D
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How to Submit a Video Assignment in Canvas

1. Navigate to your course in Canvas and then to the Assignments tab on the left. Select
the assignment that you need to submit (Fig. 1).

— ArtHist » Assignments

Home Search for Assignment
Account
ceam Annocuncements
Ty
o3 Assignments
Dashboard * Undated Assignments
Discussions
Grades B Art History Assignment
- 10 pts
— People
v
Calendar Pages @ Student Video Assignment
= £10 pts
Syllabus
= ArtVideo and Quiz
Quizzes & £10 pts
Maodules
= Mew Video Assignment for MIT
) E
Panopto Video -f10 pts

Figure 1

2. Inthe submission page, click the blue V [ % ] and select the green Panopto embed
tool [ < ] from the dropdown (Fig. 2).

2 o — 7 —

X X, = i=

B 7 U

D
L]

|=
4

|

4

'

i

il
il
il

B~ BB & (2 W vx & a3 v = I T 12pt -
» Twitter
| i YouTube
T TEDEd
b Arc
& LibApps Library Content
€3 Panopto Recordings
Figure 2
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3. This will open a window where you can navigate to the folder where you recorded
your Panopto video. Navigate to the folder in which your video was recorded, which
will be either your personal folder or the course assignment folder, depending on how
your instructor has this set up (Fig 3a). Locate and select your video (Fig. 3b). Then
select Insert in the bottom right (Fig. 3c).

Panopto Recordings x
o 3 it start typang ta search * | | Search under Everything”

Bverything

Recard

I Default term - At Histony [assignments]
&y ol
h B

* im

Figure 3a
Panopto Recordings x
: A 5 .
Choose Upload Record

& My Assignment

Figure 3b

Video Embed Options

169 - 720
0 Al -
D Autoplay Enable ‘Watch in Panopto Show Title D Show Logo

Figure 3¢

4. To submit your video click the red Submit assignment button. Once the assignment
has been submitted, you will receive a message at the top of the screen saying that it
has been successfully submitted. Your teacher will now be able to watch your
Panopto recording.
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Support

If you are uncertain about the requirements for your assignment please contact your module
tutor.

If you experience any technical problems please contact itservicedesk@sussex.ac.uk.

18
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