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Virtual Faculty Connection
Recording Video Lectures – Quick Reference Sheet 

PowerPoint - Office 365 

- Available for personal computers via GWU IT
- Instructions to Record in Office 365
- Instructions to Save your presentation as a video

Older versions – PC 
- Instructions to record in older versions of PowerPoint on Windows (PC)
- Instructions to Save your presentation as a video in older versions of PowerPoint (note that

there are additional options for versions older than 2016 – select the appropriate tab for your
version.

Office for Mac 
- Instructions to record on Mac
- Instructions to Export your presentation as a video on Mac

Panopto 
When using Panopto, there are 3 options for recording.  

1. Panopto App – This is the preferred method.  This method involves logging into Panopto with
your NetID and password, and using the installed Panopto App.  This method has the most
flexibility, and allows you to edit in the same app after you have recorded.

a. Note: the Panopto app can be found in Software Center (PC) or Self Service (Mac) on
GW-managed computers.

2. Panopto Capture – This method is for when you are unable to install the Panopto App, but know
your NetID and password.  In this option, you will be able to record directly into the folder you
want, and will not have to transfer the file to someone else to load into Panopto.

3. Panopto.it – This option is for those who do not know their NetID and password. It will record
and then you will be able to download your video to your computer, and will need to upload or
send it to be posted for others to access.

Using the Panopto App installed on your Computer 
- GW Panopto site: https://smhsgwu.hosted.panopto.com/Panopto

Creating Recordings 
- Options for Creating a Recording

https://smhs.gwu.edu/cfe/sites/cfe/files/Creating%20Online%20Videos_061920.pdf
https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c#OfficeVersion=Office_365
https://support.microsoft.com/en-us/office/turn-your-presentation-into-a-video-c140551f-cb37-4818-b5d4-3e30815c3e83#OfficeVersion=Office365
https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c#OfficeVersion=Windows
https://support.microsoft.com/en-us/office/turn-your-presentation-into-a-video-c140551f-cb37-4818-b5d4-3e30815c3e83#OfficeVersion=newer
https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c#OfficeVersion=macOS
https://support.microsoft.com/en-us/office/export-your-powerpoint-for-mac-presentation-as-a-different-file-format-0547523c-56c4-4799-b5f7-6257907c09ee
https://smhsgwu.hosted.panopto.com/Panopto
https://support.panopto.com/s/article/create-button
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- How to Record a Video
- How to Upload Video Files
- Panopto Recording Best Practices
- More help with Creating Panopto Videos

Editing Recordings 
- Overview of the Video Editor
- How to Trim a Video (cut out beginning, end, and/or sections in the middle)
- How to Embed a Webpage in your video
- How to add a Quiz to your video
- How to Embed a YouTube video in your Panopto video
- More help with Editing Panopto Videos

Using Panopto Capture 
- How to create a video using Panopto Capture
- To edit your video, see the instructions above for Editing Recordings.

Using Panopto Express (panopto.it) 
- Website: http://panotpo.it
- Instructions for Using Panopto Express

https://support.panopto.com/s/article/Record-a-Video
https://support.panopto.com/s/article/Batch-Upload-Video-Files
https://support.panopto.com/s/article/Create-High-Quality-Recordings
https://support.panopto.com/s/topic/0TO39000000EovdGAC/create
https://support.panopto.com/s/article/Navigate-the-Editor
https://support.panopto.com/s/article/Trim-a-Video
https://support.panopto.com/s/article/Embed-a-Web-Page-Using-the-Basic-Editor
https://support.panopto.com/s/article/How-to-Add-a-Quiz-to-a-Video
https://support.panopto.com/s/article/Embed-a-YouTube-Video-into-a-Panopto-Session
https://support.panopto.com/s/topic/0TO39000000EoviGAC/edit
https://support.panopto.com/s/article/How-to-Create-a-Video-Using-Panopto-Capture
http://panotpo.it/
https://www.panopto.com/express-help/
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