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Using Panopto on a Personal Laptop   

This document is designed for instructors who want to create and record video content for their 
classes using Panopto on a personal laptop. This checklist provides a set of steps you can follow to 
download, record, edit, and share videos that can then be integrated in Blackboard Learn. This 
checklist is not exhaustive or intended to be a replacement for the platform vendor’s resources 
[LINK] and support available from SLU ITS [LINK]. Since the interface differs based on operating 
system, PC- and Mac-specific checklists are provided.  

 
For PC/Windows users 
 
How do I download and install Panopto? 

 Download the software by clicking on the Panopto icon in the Tools tab in MySLU or 
visiting SLU’s Panopto Portal [LINK] to access the software package. 

 Click Download Panopto in the top-right corner.  
 Install the software package on your device, and grant Panopto permission to record your 

screen, webcam, and microphone.  
 Create a shortcut on your desktop (if desired). 
 Log in with your SLU ID and password (Note: you might be prompted to enter this 

information several times). 
 
How do I record video content?   

 Configure your recording options in the default Session Settings viewer: 
 Choose a Location Folder to house your video content (e.g., Reinert Center Intro to 

Online Teaching or My Folder); 
 Rename the video by clicking on Name; 
 In the Primary Sources window, set your Primary Screen by selecting your video 

and audio feeds and adjusting the video quality options (Note: set your webcam as 
the primary screen if you want to share your face); and 

 In the Secondary Sources window, set your Secondary Screen (e.g., PPT, desktop, 
drawing application, video, website, Word doc) by clicking Capture PowerPoint 
and/or Main Screen and enabling Screen Capture Preview. 

 Click the red Record button when you’re reading to start your recording (Note: no 
countdown or timer is provided, so be prepared to start recording immediately). 

 Create a live recording by checking the Webcast option on the top-right corner and copying 
the shared link (Note: you must already be recording to utilize this feature);  

 Click Pause to temporarily halt recording; 
 Click Stop when recording is complete; 
 In the Recording Complete window, click Done and edit the session name and description 

(if applicable) (Note: Longer videos take several minutes to upload). 
 
How do I edit my videos?  

 Click the Manage Recordings tab to view recordings completed on your desktop or the 
Manage My Recordings option at the top to view your entire Panopto Content library. 

http://slu.edu/cttl
https://support.panopto.com/s/
https://sites.google.com/slu.edu/slu-atc/home/faculty-support/panopto
https://slu.hosted.panopto.com/


 
 

Reinert Center for Transformative Teaching & Learning: http://slu.edu/cttl 
 

 Click on Edit. 
 Cut/delete/add segments by clicking on the Scissor icon;  
 Add additional slides, YouTube videos, web links, or quizzes by clicking on the + 

icon; 
 Automatically generate captions for your content by clicking on Import Automatic 

Captions (Note: automatic captioning may not be available when you first upload a 
video due to a lag in processing/automatic voice recognition); and 

 Adjust the quality, usability features, and availability of your video content by 
clicking on the Settings option. 

 
How do I share my videos in Blackboard?   

 Click on the Share option to view permissions. 
 Two options for sharing videos in your Blackboard course: 

 Copy and paste the embedded HTML code (Note: make sure your access permission 
is set to Anyone with the link) into a Blackboard Content, Assignment, or 
Discussion builder in the Description field: Build Content/Assignment/Forum  
Create Item/Assignment/Forum  HTML  Update  Submit; or 

 Add through the Mashups drop down: Build Content/Assignment/Forum  
Mashups  Panopto Video  Choose File  Insert Videos  

 Create a Panopto course link:  Tools  More Tools  Panopto Course Tool Application 
(Note: students may not be able to access/view your videos without this course link). 

 

For Mac/iOS users 
 
How do I download and install Panopto? 

 Download the software by clicking on the Panopto icon in the Tools tab in MySLU or 
visiting SLU’s Panopto Portal [LINK] to access the software package. 

 Click Download Panopto in the top-right corner.  
 Install the software package on your device, and grant Panopto permission to record your 

screen, webcam, and microphone.  
 Create a shortcut on your desktop (if desired). 
 Log in with your SLU ID and password (Note: you might be prompted to enter this 

information several times).  
 
How do I record video content?   

 Click on Create a New Recording in the top-left corner.  
 In the Record a Session viewer: 

 Choose a Location Folder to house your video content (e.g., Reinert Center Intro to 
Online Teaching or My Folder); 

 Rename the video by clicking on the Session information; 
 In the Primary Sources window, set your Primary Screen by selecting your video 

and audio feeds (Note: Set your primary screen as your webcam if you want to share 
your face); and 

 In the Secondary Sources window, set your Secondary Screen (e.g., PowerPoint, 
desktop, drawing application, video, website, Word doc) using the Source 
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dropdown menu and checking the Record PowerPoint and/or Keynote for the Slide 
options. 

 Click the red Record button when you’re reading to start your recording (Note: no 
countdown or timer is provided, so be prepared to start recording immediately). 

 Create a live recording by checking the Webcast option and copying the shared link (Note: 
you must already be recording to utilize this feature).  

 Click Pause to temporarily halt recording. 
 Click Stop when recording is complete. 
 In the Recording Complete window, click Upload and edit the session name and description 

(if applicable) (Note: Longer videos take several minutes to upload). 
 
How do I edit my videos?  

 Find video files in your desktop library/Panopto Content folder. 
 Click on Edit in Recording Details on the desktop application or in the Video Options in 

your Content Folder: 
 Cut/delete/add segments by clicking on the Scissor icon;  
 Add additional slides, YouTube videos, web links, or quizzes by clicking on the + 

icon; 
 Automatically generate captions for your content by clicking on Import Automatic 

Captions (Note: automatic captioning may not be available when you first upload a 
video due to a lag in processing/automatic voice recognition); and 

 Adjust the quality, usability features, and availability of your video content by 
selecting the Settings option. 

 
How do I share my videos in Blackboard?  

 Click on the Share option to view permissions. 
 Two options for sharing videos in your Blackboard course: 

 Copy and paste the embedded HTML code (Note: make sure your access permission 
is set to Anyone with the link) into a Blackboard Content, Assignment, or 
Discussion builder in the Description field: Build Content/Assignment/Forum  
Create Item/Assignment/Forum  HTML  Update  Submit; or 

 Add through the Mashups drop down: Build Content/Assignment/Forum  
Mashups  Panopto Video  Choose File  Insert Videos  

 Create a Panopto course link:  Tools  More Tools  Panopto Course Tool Application 
(Note: students may not be able to access/view your videos without this course link). 

 

 
For faculty or student technical support related to Panopto, please call the 24/7 ITS Help Desk at 
314-977-4000 or email Panopto Support to open a ticket. For pedagogical support to develop video 
content in your course(s), contact the Reinert Center, cttl@slu.edu, or schedule a consultation 
[LINK] with Reinert Center staff.   
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