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RECORDING A CLASS LECTURE WITH PANOPTO 
These instructions are based on the Panopto Recorder for Windows 10. The interface and settings of the Mac version of the 

recorder will differ. For more information on the Mac recorder click here. 

ABOUT PANOPTO 

• Panopto is a lecture capture and video hosting system which permits you to capture synchronized input from your 

computer. You can choose to make a basic recording using a microphone and screen capture, or you can add a PowerPoint 

or Keynote presentation, webcam video, and even activity from a second monitor, projector or camera. You can also upload 

existing videos to be streamed through Panopto.  For more information, go to the Panopto Help Page. 

• Panopto consists of two parts: a recorder installed on your computer and a website where you manage your recordings. 

The website can be found at https://bju.hosted.panopto.com/. Log in with your BJU username and password. 

• The Panopto recorder is installed on every faculty laptop. If you get a message that the recorder needs to be updated, 

contact itsupport@bju.edu.  

• The creator role is required to record with Panopto. If you are unable to log in to the recorder, you will need to contact 

Technology Resources at techres@bju.edu.  

• If you need to use Panopto on a personal computer and have the creator role, you can go to bju.hosted.panopto.com and 

log in with your BJU credentials. At the top right corner of the page, click Download Panopto and follow the instructions. 

NOTE: Panopto is for official BJU business and academic use by faculty, staff, and students. Personal use is prohibited. 

PREPARING TO RECORD 

Panopto opens in the Create New Recording tab. There are a few simple things you need to do create a great recording. 

1. Under Session Settings, verify 

that Panopto is set to record 

into the correct Folder. In most 

cases, this would be a folder 

you created for a specific 

course.  

 

2. To change the folder, click the 

down arrow button to the right 

of the folder field to search for 

and select a folder. 

 

3. To create a new folder, click the 

Create New Folder link at the 

bottom right of the drop-down list. 

 

 

4. You can leave the Name of your recording set for the current date and time or enter other identifying information. The 

recording name can be changed later if desired. 

 

5. Under Primary Sources:  

a. Verify that you have selected a Video source if there is something you want your students to see. In most cases, 

this will be the built-in webcam on your laptop, identified as “Integrated Webcam.” Make sure you adjust your 
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https://bju.hosted.panopto.com/
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laptop lid so that the camera has a good angle. You can also connect an 

external webcam to your computer and choose it instead of the 

integrated webcam. This can be useful if you want to record other 

activity in the classroom. If you do not want students to see anything 

except your presentation as you record, set Video to “None.” 

b. Verify that Audio is set to “Microphone Array” (faculty Dell laptops) or 

whatever microphone you plan to use. 

c. Leave the Quality setting at “Standard” for most recordings. 

d. Select Capture Computer Audio if you plan to play audio or video 

through your computer (such as a YouTube video). 

6. Under Secondary Sources: 

a. Select Capture PowerPoint if you are using PowerPoint. 

b. Always select either Capture Main Screen or Capture Second Screen.*  

i. Select Capture Main Screen if you set your laptop to Duplicate 

to the classroom projector or monitor. (For example, your 

students need to see what you are doing on your laptop screen.) 

ii. Select Capture Second Screen if your laptop is set to Extend and 

you want to record only what is on the projection screen or 

classroom monitor. You do not want students 

to see what is on your screen. (For example, 

you are presenting a PowerPoint in Presenter 

View.) 

iii. To see exactly what you are capturing, select 

“Enable screen capture preview.” 

*When using PowerPoint, if you select a capture 

screen option in addition to the Capture 

PowerPoint option, you will ensure that any 

animations and transitions you have in your 

presentation will be fully captured. 

7. For most recordings, leave Resolution at the default settings. 

 

8. Optional Settings (in the recorder Settings tab): 

a. You can set the recorder to minimize automatically 

when you click the Record button. Under App Settings 

in the Settings tab, select, “Minimize when recording.” 

Save. 

b. You can have Panopto highlight your mouse cursor with 

a yellow halo during a recording. Under App Settings in 

the Settings tab, select, “Highlight the mouse cursor 

during screen capture” and Save. NOTE: The 

highlighting will be visible only in the recording, not 

while giving your presentation. 
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RECORDING YOUR LECTURE 

Before you record a class, you should create a test recording to ensure that everything is working 

correctly.  

1. When you are ready to begin your classroom lecture, click the Record button (or press fn + F8). 

2. Minimize the recorder if using Duplicate mode and recorder is not set to minimize automatically. 

3. To pause the recording click the Pause button (or fn + F9). (Click again to resume.) NOTE: Panopto 

continues to record even when paused but places bookmarks in the recording that edit out the 

paused segment. If you forget to resume a paused recording, you can 

recover content in the Panopto editor. 

4. When you have completed your lecture, click the Stop button (or fn + F10). 

 

 

 

5. In the Recording Complete window choose Done to upload your recording 

and begin processing. Panopto will open the Manage Recordings tab so that 

you see upload progress and the status of your recording. 

 

 

SHARING YOUR RECORDING 

While you can manage individual recordings from withing the Manage Recordings tab, you can also go to the BJU Panopto website 

to view and manage all your recordings. 

1. Go to bju.hosted.panopto.com and log in with your BJU 

account if prompted. 

2. Click Browse in the left-hand menu and then either do a 

search or look under My Folders for the folder you need. 

 

3. In the folder, place your mouse pointer over a recording 

to reveal all your options. 

 

 

 

https://bju.hosted.panopto.com/
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4. If you need to trim your video, click Edit. If you are ready to share it with students, click Share. 

 

 

 

 

5. In the Share tab, you can either share with specific people or share with lots of people at once. 

a. Share with Specific people:  

i. Enter the student BJU usernames or email addresses in the Invite people field. You can enter them one at 

a time or enter multiple ones separated by spaces. 

ii. Click the correct suggestion that pops-up, or if adding more than one user, choose Add multiple users 

from bju.edu. 

 

 

 

 

iii. Once you have selected 

users, you can include an 

optional message and then 

click Send and save 

changes to send a link to 

those users. 

 

b. Share with multiple unspecified users: 

i. If you want to send or post a link for multiple users and don’t want to add each one, expand the choices 

under Who has access and choose Anyone at your organization with the link. This selection will force 

students to log in so that you can see statistics but will also keep the recording hidden from general users. 

ii. Save changes. 

iii. Under Link, copy the URL and either email it to your students or post it in a module or page in your 

Canvas course. 

 

 

 

 

 


