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Making Recordings

ReCap recordings can be made in three ways:

e In a teaching space using a hardware installation — the system is available in all centrally supported and most
School owned lecture and seminar spaces. These installations capture audio and any content projected to
the screen.

e Using the ReCap Personal Capture software — this can be installed onto a desktop or laptop and can capture
audio, screen and video feeds. To get the software added to your computer please contact the ReCap team
via recap@ncl.ac.uk who will be able to advise you regarding how to do this and will set up a Personal

Capture folder for you.
e Using the Panopto App for iOS devices — this is available for iPads and iPhones and captures audio and video.

Once made all recording types can be edited in the ways outlined in this guide.
Disclaimer

This is not meant to be a definitive guide. Contents is adapted from information available on the Panopto web site
and full instructions can be found on the website at https://support.panopto.com/Documentation?cat=Editing
Note: The University is currently running version 5.3 of the Panopto software so not all editing functions are

available.

Accessing your ReCap recordings

Once recordings have been made you can access them to view, edit and share by navigating to
https://campus.recap.ncl.ac.uk

When asked to log in choose either ‘Medical Services Authentication’ or ‘Blackboard’ depending on which VLE you
use and log in using your regular University user ID and password.

Once logged in you will see the most recent recordings you have made, that have been shared with you and that are
publically available.

To locate a specific recording click on the Browse option within the left-hand side menu.

ReCap

f Home
=% Shared with Me
Everything 4701

@ Scheduled -

* Browse
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This will open a list of all of the folders you have access to.

* Browse

4k

My Folders

jo

Search my fc

» BB Carol's Test Recordings ~
il COMMUNO12: Marine Biology Dis
8 COMMUMNOL6: Dentistry Stage 1
B8 COMMUNOL7: Dentistry Stage 2
BB COMMUNOL8: Dentistry Stage 3
BB COMMUNO19: Dentistry Stage 4
8 COMMUNO20: Dentistry Stage 5
B COMMUNO21: BDS Course Docur
Bl COMMUN1132: PARTNERS ASSES
B COMMUN964: HASS Postgraduat
BB Learning & Teaching Cenference
il M1617-EEE1006: EEE1006:Electric;

8 M1617-EEE1007-EEE1006: EEE100

Click on the name of the folder that contains the recording you wish to view, edit or share, if you have access to a

large number of folders you may wish to use the Search my folders facility.

Once a folder is selected you will see all of the recordings contained in that folder.

ReCap |

f Home
=2 Shared with Me

Everything

¥ Browse

My Folders &

Carol's Test Recordings
COMMUNO12: Marine Biology Distar
COMMUNO16: Dentistry Stage 1
COMMUNO17: Dentistry Stage 2
COMMUNO18: Dentistry Stage 3
COMMUNO19: Dentistry Stage 4
COMMUNOZ0: Dentistry Stage 5
COMMUNO21: BDS Course Documer
COMMUN1132: PARTNERS ASSESSE
COMMUNS64: HASS Postgraduate C
Learning & Teaching Conference 201
M1617-EEE1006: EEE1006:Electrical E
M1617-EEE1007-EEE1006: EEE1006-E

M1617-HSS8001: HSS800L:Thinking

4701

@ scheduled 4

~

Search in fole arol's Test Recordi... §el
B Carol's Test Recordings
C Refresh - : :; Filter by date Delete Copy Mave Share [] show scheduled recordings
O Name Duration Date w
s TS TSt RECOIUINgS
2224057
O Learning and Teaching Conference 2017 (afternoon) 27th march
5 mo in Carol's Test Recordings
Learning and Teaching Conference 2017 (morning) 27th March
5 mo in Carol's Test Recordings
O L&T Conf 2017 Introduction - Suzanne Cholerton (copy) (copy)
mo n Carol's Test Recordings
O e L&T Conf 2017 Introduction - Suzanne Cholerton (copy)
PR —— s Carol's Test Recordings
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Hovering your mouse over a recording will show a menu of options.

Carol's Test Recordings

P

Learning and Teaching Conference 2017 (morning) 27th March

| aamiag e Taachieg Conferaren 21T n Caral's Tect Recordinag

Fin imagining Trashing Faraience

7 Marsh 01T N T P L —
7 £ settings 48 Share # Edit «li Stats W Delete

i L&T Conf 2017 Introduction - Suzanne Cholerton (copy) (copy)

b B e 5 months ago in Carol's Test Recordings
R imagining Trazhing Excalence =

7 Narch 2017

Settings — within this option you can perform a number of actions including changing the name of a recording,
changing the folder that the recording belongs to and making a copy of a recording.

Share — within this option you can choose who the recording is available to.

Edit — within this option you can edit the recording including removing sections, adding quizzes, editing the content

list and adding links websites.
Stats — within this option you can view the usage statistics for the recording.
Delete — this will permanently delete the recording.

The focus of the rest of this guide is the Editing functionality.
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Editing to remove segment(s) from a recording

1. Entering the editing interface
Hover your cursor over the recording you wish to edit and click the ‘Edit’ link that appears.

ReCap Recordings MN1516-MAS1901: MAS1901:Optimisation under Constraints (15/16)
Ll )
Module Information & &2
EEEEEN
Discussions & Nat available to viewers
Groups & )
Lecture 6 Mon Nov 02 11:05:00
Assessment o .
MN1516-MAS1901: MAS1901:Optimisation under Constraints (15/16)
Help & i X
Inventory analysis.
Settings She Edit Stats Delete
COURSE MANAGEMENT
~ Control Panel — Lecture 5 Wed Oct 28 11:.05
y File N1516-MAS1901: MASI1901:Optimisation under Constraints (15/16)

Note: You can also enter the editing interface whilst watching a recording. Simply click the ‘Edit’ icon in the top right
hand corner. This will only be visible if you have the correct permissions:

- El = =] m=m ~ Page~v Safety Tools= 4

Help ~  Carol Su

2.  Editing the recording
By default, the entire recording is an already selected segment. A segment is the selected portion of video that you
want your viewers to see.

| ReCap Stage 2 Piysinlogy Introdi

Stage 2 Physiological Sciences
(B100)

Prof. David T. Thwaites
Institute for Cell & Molecular Biosciences
Faculty of Medical Sciences

Newcastle University

@5 Newcastle
University
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To remove the beginning and/or end of a recording, select the scissor icon

el = =0
h }( i ] Preview cuts during pl
= | o

1 ' 1 i

Grab the handle on either end of the time line and drag it inward to the point at which you want the recording to begin
or end.

———— ———— — - —
© 00 oo 000 [w

F

-]

@ 1T T T T ‘ T T T T T ‘ T T ] T T ‘ T T T T 1 ‘ T ] T
10.00 2000 000 la0.c0

m | | This section will
be cut

This section will
be cut

|_! = :,"7_5.

To delete middle portions of your presentation, whilst the scissors icon is selected, click on the section of the
presentation you’'d like to start the edit and drag it the end. A greyed out section with handles will appear, these can
be then adjusted.

ReCap Stage 2 Physiology Introduction Mon Jen 30 104

National Student Survey (NSS)

Survey completed between January and April 2016
Results for 2015-2016 (published 10™ August 2016)
(003) Anatomy, Physiology & Pathology

Ranked 1% of 55 institutions
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The first click and hold sets the starts point. Moving the mouse to the right will preview what is going to be cut. Release
the click to set the end point.

= ] Preview cuts during playback
' o [

T 1
1000 2000 la0-00 4000

When completed, the segment can be adjusted by dragging the handles in either direction (if needed).

The final result is two segments (not greyed out) that will be included after encode and visible to the viewer.

When you are finished, click the Publish button.

ReCap Stage 2 Physicogy Introduction Men Jin 30 10:0500 Gh

Marks are important in stage 2
(Dr. D. Bevitt)

Other reasons stage 2 marks are important:

. will be used in any references to predict
your degree class

mark used in project allocations:

priority based on stage 2 mark

projects in research labs are not usually offered to
students <55%, although an alternative lab-based
project module (CMB3001) is available)
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Editing the recording Description

1. Atthe top of the table of contents a description of the recording can be added.
2. To edit the description click in the outlined box and add a new description.

ReCap | BAE T L&T Conf 2017 Introduction - Suzanne
| Contents A
Captions
Slides
Quizzing Learning and Teaching Conference 6:09
More 2017 Re-imagining...
THANK YOU 7:30
Current measures 811
But our familiar metrics are 10:11

Editing the Table of Contents

In the viewer the table of contents (TOC) provides an easy method to navigate the recording. The TOC is
automatically generated if a session is recorded with a PowerPoint or Keynote, but can be added manually, or edited
to provide the viewer with more information.

Edit an existing entry
1. To edit an existing table of contents entry move the cursor over the entry you wish to change and click on the

Edit icon.
ReCap | Rl L&T Conf 2017 Introduction - Su
m Professor Suzanne Cholerfon's Opening Keynote at
Captions the 20.17 MNewcastle University Learning an
Teaching Conference. .
Slides
ry
Quizzing Learning and Teaching Conference Fa R |
More 2017 Re-imagining...
THANK YOU 7:30
Current measures &11
But our familiar metrics are 10:11
changing . ...
But our familiar metrics are 10:24
changing . ...
But what does it mean? 10:36
TEF has defined Teaching Excellence in 12:44
a particular...
The environment continues to 13:14
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2.

You can then edit all elements of the entry.

Edit Table of Contents entry

Title Learning and Teaching Conference 2017 Re-imagining...

Time 0:06:08.62

Preview image Newcastle
University

Learning and Teaching Conference 2017
Re-imagining Teaching Excellence

27 March 2017

Professor Suzanne Cholerton
Pro-Vice-Chancellor (Learning and Teaching)
27 March 2017

Search Learning and Teaching Conference 2017 Re-
keywords imagining Teaching Excellence 27 March 2017
Professor Suzanne Cholerton WV

Dro-Aica-Chancallar 7l aarninn and Teachina

Link https://
Links are useful for incorporating quizzes into your video or for just
pointing to a helpful web page. When you add a link to your video, the
video will pause at this position and viewers will see the linked web
page.

Save Cancel

Add a new Table of Contents entry

1.

To add a new TOC entry, click the Contents tab and select the pointer tool from the top left of the edit

timeline.

P KD BGEL Q

mg Preview cuts during play|
I | |
@ ) ! | ‘Sﬂ:[
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2. Use the pointer tool to find the place where you wish to add the table of contents entry.

} @ 032 ﬁ
g( #| Preview cuts during playback
® I I

I I | I I I I I I I I | I I I I I I I I I I I I I I I I I I
0:10 0:20 0:30

4

b b}
il

L
————

3. Type in the outlined box on the Contents tab to add an entry at that time — this can be simple text or a
website address that will create a live link to the website in the contents list. Press Enter when finished to add
the entry.

Globalisation 31:29
Competition
Staff and student flow...

What do we want from a university? 3434,

4, When you are finished, click the Publish button.

10
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Adding Quizzes to a Recording

A new feature in Panopto 5.3 is the ability to add quiz questions to a recording at any point during the presentation.

Note: Currently quizzing is only available to viewers when using the Panopto viewer on a desktop computer or
laptop but Panopto are working to incorporate the feature into the embedded players, mobile device and tablets.

1. Open your chosen recording in the editing interface.

2. Inthe left navigation pane click on the Quizzing link.

Captions
Slides How to Think like a Learning 0:45
- Consultant
QUIZZING |
More... DObjectives 047
3. Using the Pointer tool, navigate in the Timeline to where you want to put a quiz.
> D 2 o 030 mfx :J::: 7%: I'ﬂ':
K @ Praview :L'.;:I\.‘\\‘g playback [0 R4 Q

|® R I N e N B O O AR B AU I U BT A NCR R RN ]
o1 20 030 be b5 190 110 120 130

st HH-Hh
<
oS
—— .
. ke w5

4. Click on the Add a Quiz button. The Quiz form will appear in your secondary stream area.

A
Contents ® Add a Quiz
Captions

Slides

11
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5. The form has several different fields, including Quiz Name, Question, Answers, and Correct Answer

Explanation.

Questzn Type
|Q ''''''''' ] Multiple Choice

Add a Question Done

6. Within the form, you can select the drop down menu in the top right corner to show different types of quiz

questions. The quiz options include True/False, Multiple Choice, and Multiple Select. The default is multiple

choice.
Question ;‘:i;l;;é’r\ol(‘c
@ Answer 1
0,
Add answer.
Correct answer explanation (aptianal)
Add a Question Done
]
M [ True/False
@Multiple Choice
Multiple Select
Multiple Choice

e Multiple Choice gives you the option to have several answers present, but only one answer can be chosen as

correct.
e When the option is first chosen there will only be two answer fields. Another answer field can be added by

clicking the "Add Answer..." button.

12
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EReny s
Which one of these answers Is the correcs one? Multiple Choice

@ Mot this one!

s}

Thie onet

Add answer,

Corregt answer explanation (optional)

e To remove an answer you can click on the X next to any of the Answers.

Clarifying Questions

Which one of these answers is the correct one? Multiple Cholce
® pyot this cnet X
O This oner x

O ot this one!

Add answer,

e  When you have all of your answers added you must choose a correct answer.

Clarifying Questions

Which one of these answers is the correct one? Multiple Cholce
® pyot this cnet X
O This oner x

O ot this one!

Add answer,

True/False

e True/False gives you the option to ask a True or False question.

Multiple Select

e Multiple Select gives you the option to have several answers present and more than one can be selected as

correct.

13



ReCap

Newcastle
) University

7. Once you are done with a question and want to add another one, click the Add a Question button at the

bottom of the form.

Add a Question

Done

8. If you need to navigate to a different question is your quiz, you can use the Back and Next buttons at the

bottom of the form.

Clarifying Questions

This statement is false.

True/False

®

[e]

Camect anawer explanation {sptianal)

< Back Mext >

Add a Question

9. Once you have added all of your questions, click the Done button at the bottom of the form.

Clarifying Questions

Add » Question Dane

10. You will then be directed to the Options page for this Quiz. In this page you can:

a. Choose whether to allow Retakes

b. Choose whether to show result once the quiz is taken

i. If thisis enabled you can also allow review of correct answers and explanations

c. Block your viewers from advancing the video until answers the quiz
d. Delete questions by clicking the Xs
e. Reorganize the questions by using the arrows

14
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Quiz Options
Allow Retakes
Show grade after taking the quiz
Allow review of correct answers and explanations

Block advancing in the video until answering the quiz

Questions
Which one of these answers is the correct one? N b4
This statement is false. & T~ *
Which answers are correct? ™ b4
< Back B save

11. Once you are finished, click the Save button. The name of your quiz will now appear in the Quizzing pane.

12. Repeat these steps for each quiz you want to add to your session.

13. When you are finished, click the Publish button.

14. During playback, when it is time for a Quiz the video will pause until the question(s) is/are answered.

15
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Viewing Quizzing Results

1. To access the results of a quiz, click the settings icon on the session the quiz was created in.

3 day ago in jhanners
: ™ L) 2 =g
ﬁ' Settings | =2 Share 4 Edit ol Stats W Delete
2. On the left, click the Quiz Results tab to display the results.
2] Taking care of new pets X
Overview Quiz Results Summary
Share Section Position Results
— Taking Care of 3 Puppy 00:19 5/6 (83%)
Taking Care of a Kitten 01:12 Af6 (6T7%)
Streams
Search . .
Detailed Results By Section
Captions
Manage Section  Taking Care of a Puppy |~
Log
Question Type Results
1: How often should you bathe a puppy? Multiple Choice 2/2 (100%)
2: Too much washing will cause the dog's coat to get damag... True / False 2/2 (100%)
3: | should use human shampoo on my dog Multiple Choice 1/2 (50%)
User Results
> jlubbert 2/3 (67%)
3 Antonio Brown 3/3 (100%)

3.

Taking care of new pets

From this tab, you can see Quiz Results Summary which shows the total number of correct answers and

guestions as well as the percentage correct for each quiz. You are also able to get a more detailed view of

results by section. Click the Section dropdown to select which quiz section to drill into.

Detailed Results By Section

Section | Taking Care of a Puppy

Taking Care of a Puppy
Questio Taking Care of a Kitten

1: How often should you bathe a puppy?
2: Too much washing will cause the dog's coat to get damag...

3: | should use human shampoo on my dog

User
¥ jlubbert

» Antonio Brown

Type

Multiple Choice
True / False
Multiple Choice

Results
2/2 (100%)
2/2 (100%)

1/2 (50%)

Results

2/3 (67%)
3/3 (100%)

16
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4. You can also expand each user to see which questions they got correct and which questions they got incorrect.

User Results
v | lubbert 2/3 (67%)
+ 1: How often should you bathe a puppy?
v 2: Too much washing will cause the dog's coat to get damaged.
X 3:1 should use human shampoo on my dog
~ Antonio Brown 3/3 (100%)
+" 1: How often should you bathe a puppy?

+ 2: Too much washing will cause the dog's coat to get damaged.

+ 3:| should use human shampoo on my dog

Further help

For further help with any aspect of ReCap please contact recap.support@ncl.ac.uk

17



