Panopto Drop Box Recording (Student)
SCC is evaluating new lecture capture/presentation recording software to replace our current version of Panopto. Your
class is testing the latest version of Panopto and a new drop box feature that simplifies student submission of videos.
Thank you for your help in this project.

Preparing to Record
1. Make sure your webcam is installed and working before starting Panopto.
2. Start the Panopto Recorder from the Start menu or a desktop icon.
3. The login screen will appear. In the Server Address field, enter spartanburg.hosted.panopto.com. Then enter
your Panopto username and password. Check the Remember Me checkbox. Click Log In to finish the process.

4. The Create New Recording tab opens. We will start setting the options for our recording.

5. Use the Video drop-down menu to select your webcam. Once selected, you will see a preview of the webcam.

6. Use the Audio drop-down menu to select the correct microphone. Test the microphone by speaking and
watching the audio level indicator change. Use the slider to the right to adjust levels up or down as necessary.
Levels that are too high will result in distortion. Levels that are too low will make it difficult for others to hear
you.
7. Set Quality to Web Quality.
8. For a basic video recording, uncheck Capture PowerPoint and Screen Capture.
9. When you are ready to begin recording, click the Record button.
10. When you are finished, click the Stop button. Panopto will switch to the Recording Status tab and we will
upload the recording in the next section.

Uploading and Processing
1. There will be several groups of recordings in the Recording Status screen. Your recording should be at the top
of the Offline Recordings section.

2. If you were not happy with your recording, click the Delete button next to the recording and then click on the
Create New Recording tab to start over.
3. If you are ready to submit your recording, click on the Upload to Server button.
4. The Choose a Session dialog box will appear. Click Add New Session next to the drop box folder you wish to
upload to.

5. Enter the name of your recording in the Session Name field. Your instructor will give you specific instructions
on the session should be named. Click Upload to New Session to start uploading.

6. The Panopto Recorder will begin uploading your presentation to the server for processing. This time will vary
depending on the length of your recording, your Internet speed, and how busy the Panopto server is. Panopto
will send you an e-mail when the recording is ready.
7. When processing is complete, you may click on the View link next to the recording name to view it from the
Panopto website. You do not have to wait for the recording to be processed before starting a new recordin

Deleting an Uploaded Recording
1. Log into the Panopto website. Look on the left side of the screen for the folders list.

2. If you do not see a course’s drop box, click the arrow to the left of the main course folder.

3. Look for your recording and move your mouse over the title. Click Delete below the title. Panopto will verify
that you wish to delete the recording.

