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User Guide —
Using CUSCS Panopto via CUSCS e-Learning Platform — Moodle (PCE)

Create a Recording
View a Recording

Delete a Recording
Edit a Recording

Upload other video to Panopto

View Video Statistics
Support
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Temporarily hide a video from students (by moving it to the ‘My Folder’)

Copy a recording to another class (if you teach multiple classes on the same course)

. Create a Live Webcast (with text-based discussion)

IMPORTANT: Please visit our ‘eLearning for teachers’ page frequently for any updates on eLearning arrangement:

http://cuscs.hk/elearning-support

A. Create a Recording

the internet.

1. Power on your computer, and make sure it is connected to

the mic jack)

2. Make sure your computer is connected with a microphone
(e.g. built-in mic on notebook / external mic connected to

3. Open an internet browser (Google Chrome recommended)
and visit CUSCS e-Learning Platform — Moodle site:
http://elearning.scs.cuhk.edu.hk

4. Login CUSCS e-Learning Platform - Moodle site with your

Moodle Login and Password.

§ W CUSCS e-Learning Platform - Moodle

Site announcements

Site announcement on 26 April 2019
Password by Ad Iser - Friday, 26 April 2019,

Remember usernama

Log in

to open the Panopto Video page of your course.

5. When logged in, click into one of your course. You will see a
‘Panopto Video’ link on the top of your course page. Click it

§ s 201-HC1005 Clinical Microbiology

4 February - 10 February
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6. On the Panopto Page, click the ‘Create’ button, and then ¥ £ 201-HC1005 Clinical Microbiology
click ‘Record a new session’. ) e
Panopto Video
a
. Record a new session
LIRS I ficrobiclogy ad sty
— 6 Upload media
= Playlist
This folder contains no videos - Nl\.": Folder
7. If you have not installed the ‘Panopto Recorder’ on your & Record a new session
computer yet, please click ‘Download Panopto’ and
continue to Step 8. o e B —
If you have already installed the ‘Panopto Recorder’ on i
your computer, please click ‘Open Panopto’ and continue to
Step 11 Download Panopta
h..:--ll:-.’-.--.n":in', e, 1 andia preseatatians Lgload recordings tocgoar Panopha sihe to share with students ane
8. Save and Run the file ‘panoptorecorder.exe’ , S
Panopto for Windows
9. Accept the default settings to finish the setup. 1 Panopto (64-bi) Setup - X
Destination Folder
Click Next to install to the default folder or dick Change to choose anather. d
Install Panopto (64-bit) to;
'wwnﬁ]n anopto Change...
Storage bocation for recorded content on this computer:
[C:\PanoptoRecorder|
Panopto Web Server:
:mscs.av..pihouto.m
71061401 Concel
10. When the setup is finished, you will be prompted the sdiaiic )
Panopto Recorder login screen. Please click the ‘X’ on top /
right-hand corner to close it at the moment.
(Note: you could only login to CUSCS Panopto service via 43 Panopto
CUSCS e-Learning Platform - Moodle site)
CUSCS.AP.pANORTo.cOm
| sorn |
11. Now go back to the CUSCS e-Learning Platform - Moodle . —
B % 201-HC1005 Clinical Micr: 2.

Site, click ‘Open Panopto’ button, and then click ‘Open
Panopto Recorder’.

Panopto Video

4 Record a new session
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12. You will be logged in to the Panopto Recorder

automatically.

Notel: Check the top-right hand corner. You should be
logged in with a unique ID like ‘pce-moodle-Iti\XXXX’
Note2: Check the ‘Folder’ field, make sure it matches with
the course you selected.

TN Session Sattings ©
| . | [

Record

Primary Scurces @

v °

Videa | Mane

Secondary Souroe

13.

IMOPRTANT: Your recorded session will be automatically
listed on the Moodle Course Page. If you prefer to
manually publish it later indeed, please select ‘My Folder’ at
Step 12. Videos stored in the ‘My Folder” will only be
accessible to you.

You can move the videos back to the course folder when it
is ready to publish. (See Part C on how to move a video)

14.

In the ‘Name’ field, mark clearly the course code and the
sequence according to your teaching schedule. (e.g. 201-
343001-29, Lecture 1, Part 1)

IMPORTANT: Student will rely on the name of the recording
to determine the sequence of these learning materials.

Primary Sources @ PoweiPoint X Muin Saven X

15.

Speak to the microphone, and check the ‘volume meter’.
Adjust the volume slider accordingly if needed.
IMPORTANT: You are suggested to record a short video and
view it for checking the audio and screen sharing quality.
(REMEMBER to delete it afterwards)

—

Record Name

Primary Sources @

Fi
\!} NERNEEERRREN ] ] I

—.—_

16.

Select ‘None’ for ‘Video’ if you do not want to record your
webcam image.

IMPORTANT: Please make sure you have the appropriate
hardware according to your presentation needs. If you need
to show your face / items via webcam during your
presentation, make sure your PC has a webcam built-in /
external webcam installed. Please note that our learning
centres may not be able to provide web camera for your
zoom meeting at the moment.

[Video None J

Y=

MA e on banmea Daaléeal LIioby ~ o

17.

The ‘Capture Computer Audio’ option is by default turned
off. If you would play computer video/audio during your
lecture, please turn it on. Otherwise, the sound of those
video/audio will not be recorded.

Primary Sources

18.

Click the ‘Record’ button to start recording the lecture.

lanage Recordings

Session Settings @

Folder My

EN1234 20190904-10:3q

Record MName

Primary Sources @ PowerPoint X Main Screen X
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19. Confirm the recording has started and the screen capture is
in progress. Then you can minimize the ‘Panopto Recorder’
application and start your lecture.

20. CAUTION! If you see this ‘No Audio Detected’ dialogue
prompted, it means there is some problem with your audio
source. Please stop the recording, check and fix the audio
problem (e.g. loosened audio cable) and start recording
again.

21. When your lecture ended. Click the ‘Panopto’ icon on the
task bar to bring up the ‘Panopto Recorder’ screen.

22. Click the ‘Stop’ button to stop the recording.

@mE=
\ V) Faider
e Narne 1. Confirm the recording has start

Stop Pause

and screen capture is in progress

Primary Sources @

Screen capture in progress

No Audio Detected

23. Click ‘Done’ on the Recording Complete confirmation
screen.

24. Panopto Recorder will start uploading your recording to the
server. % %k % DO NOT CLOSE the application or shutdown
the computer while upload is in progress, otherwise the
recording will be lost. %k %k %

25. When the upload is completed (the upload progress bar is
gone), you could now close the ‘Panopto Recorder’
application.

W) Create New Recording @ Manage Recordings

Currently Uploading Recordings
Stast Time Duration  Folder Session  Stre hctions
B/I0/2019 1039 AM 000120 My Folder EN1ZIL_ POT « Audio + Soreen| Pa m

Uploaded Recordings

Uploaded Recordings
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26. Now go back to the Panopto Video Page on CUSCS e-
Learning Platform - Moodle Site. Your recording should now
be processing. It will be ready in a few minutes.

B <uses 201-HC1005 Clinical Microbiology

Ganarad

Panopto Video

a

27. NOTE: DO NOT manually copy video links from Panopto and
paste the link under the week numbers on Moodle Course
page. This may break the Single Sign-on integration
between Moodle and Panopto.

All recordings should remain in the 'Panopto Video' folder.
Please instruct the students to access the recordings in the
'Panopto Video' folder, and name them clearly so that
students know the sequence.

ary - 12 February
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B. View a Recording

1. Login CUSCS e-Learning Platform - Moodle site with your
Moodle Login and Password.

§ <55 CUSCS e-Learning Platform - Moodle

Site announcements

Usermame / email

Site announcement on 26 April 2019
Password by Adr Usar - Friday, 26 April 2019,
Welcome to this new Moodie site for pi
s deliverad through this new Moodle s
Remember usernama wvisit this URL hiln

ple (74 words)
Log in

2. When logged in, click into one of your course. You will see a
‘Panopto Video’ link on the top of your course page. Click it
to open the Panopto Video page of your course.

B <% 201-HC1005 Clinical Microbiology

b Site pages [ Panopia Vide ]
¥ My profie
¥ Current counse

b 201-HC1005 4 February - 10 February

3. Allrecorded sessions will be shown at the lower part of the
Panopto Page. Click on the session title to open it.

§ s 201-HC1005 Clinical Microbiology

Genaral

Panopto Video

a

I 201-HC1005 Clinical Microbiology >

4. A new tab will be opened to play the recorded session.

CUSCS ITS Section Page 6 of 19
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C. Temporarily hide a video from students (by moving it to the ‘My Folder’)

1. If you want to temporarily hide a video from students (for
example, you recorded a session explaining the test paper,
and didn’t want to release it yet), you could move it to the
‘My folder’, which is only accessible to you.

2. Login CUSCS e-Learning Platform - Moodle site with your
Moodle Login and Password.

¥ s CUSCS e-Learning Platform - Moodle

Site announcements

Usermame / email

Site announcement on 26 April 2019
Password by Admin User - Friday, 26 April 2019,
Waelcome 1o this new Moodle site for pi
s delivered throwgh this new Moodle s

Remember usernama wvisit this URL hitn
plec (74 words)
Log in
3. When logged in, click into the course in which you have B s 201-HC1005 Clinical Microbiology

recorded the session you would like to copy. Then click the
‘Panopto Video’ link on the top of your course page.

Sy I J
* Curment course
. < 2“'.'71?"““5 4 February - 10 February
4. Click the ‘Open in Panopto’ icon on the right hand side of T L —————
the screen. A new tab will be opened. : e
Panopto Video
SO e -

5. ‘Tick’ the video(s) you would like to move, and the click the B 201-HC1005-28 Clinical Micrabiology

IM Ove' button . C Refresh | | &R | B= Filter by date | Delete | Copy Share

O -
Lecture 1, Part 1
% Lecture 1, Part
6. Under ‘Move session(s) to’, click the ‘drop down’ button, Move session(s) to e
and then select ‘My Folder’. Then click the green ‘Move’ foder o start typing 1
button on the top. & R
[ 1B My Fo ]

CUSCS ITS Section Page 7 of 19 v.20200211
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7. You recorded session is now moved to the ‘My Folder’. To = .3 BaonEe
access it, click the ‘My Folder’ on the left of the Panopto - P
Page. A Home B3 My Folder
When you are ready to release the video to students, 8w rone T =
please repeat this section and move it to the appropriate v g _ '
folder of your Course/Class. i i B
1|_I Everything Add folder
3 Browse Lecture 1, Part 1

CUSCS ITS Section Page 8 of 19 v.20200211



CUS

=) FRPLAGH AT R

!
b
School of Continuing and Professional Studies
The Chinese University of Hong Kong

D. Delete a Recording

1. Login CUSCS e-Learning Platform - Moodle site with your Lioks = |G
Moodle Login and Password.
1§ <5 CUSCS e-Learning Platform - Moodle
Ulsnrraing J sl Site announcements
Site announcement on 26 April 2019
Password by Admin User - Friday, 26 April 2019,
Walcome 1o this new Moodle site for pi
is deliverad through this new Moodle s
Remember usermama wvisit this URL hl
Login Read the rest o plc (74 words)
2. When logged in, click into one of your course. You will see a | ® < 201.HC1005 Clinical Microbiology
‘Panopto Video’ link on the top of your course page. Click it My hame > Tarm 201 » 201.HC1008
to open the Panopto Video page of your course.
Gl = )
\ : 2'_’.'.'%‘_?_‘“"5 4 February - 10 February
3. Point to the session that you want to delete, and then click Panopto Video
the ‘Delete’ button to delete it.
S ot - |
I 201-HC1005 Clinical Microbiology -
# Edit
4. If you wrongly deleted a video and would like to restore it, T ——
please go to your Moodle Course Page > Panopto Video link wrrana = 1 1+ o - o
> then click the ‘Open in Panopto’ icon on the right hand Panopes Vides
side of the screen. A new tab will be opened. < e
. <
5. Click ‘System’ at the bottom left of the screen, and then = &3 Panopto ach n folder 201-HC1005 ¢ a B
click ‘Recycle Bin’. Then click the ‘Restore’ button of your - ,
deleted video.
B
= sha
B eve
3 Browse
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E. Edit a Recording

1. You can do some simple editing (edit title, trim video) using
Panopto’s Video Editor. It is useful if you need to cut out
some unwanted video footage.

2. Login CUSCS e-Learning Platform - Moodle site with your
Moodle Login and Password.

§ <55 CUSCS e-Learning Platform - Moodle

Site announcements

Usermame / email

Site announcement on 26 April 2019
Password by Adr Usar - Friday, 26 April 2019,
Waelcome 1o this new Moodle site for pi

ugh this new Moodie s

Remember usernama

ple (74 words)
Log in

3. When logged in, click into one of your course. You will see a | ® < 201.HC1005 Clinical Microbiology
‘Panopto Video’ link on the top of your course page. Click it
to open the Panopto Video page of your course.

b Site pages [ Panopia Vide ]

¥ My profie z

* Curment course
b 201-HC1005

4 February - 10 February

4. Point to the session that you want to edit, and then click Panopto Video

the ‘Edit’ button to open the Panopto Video Editor. =

5. For detailed procedures on editing a video, please visit this

page:
https://support.panopto.com/s/article/Edit-a-Video

T |

CUSCS ITS Section Page 10 of 19 v.20200211
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F. Copy a recording to another class (if you teach multiple classes on the same course)

1. If you teach more than one class for the same course, but
didn’t use the ‘combined class’ setting on Moodle. You can
first record your lecture in one of your class, and then copy
the recorded session to another class.
Note: instructors please use this function according to the
teaching progress of your different classes.
2. Login CUSCS e-Learning Platform - Moodle site with your
Moodle Login and Password.
i s CUSCS e-Learning Platform - Moodle
Clearraiis foriod 5| Site announcements
Site announcement on 26 April 2019
Password by Admin User - Friday, 26 April 2019,
Walcome 1o this new Moodle site for pi
Is delivered throwgh this new Moodle s
Remember usernama visit this URL htig.
Login toplc (T4 words)
3. When logged in, click into the course in which you have B s 201-HC1005 Clinical Microbiology
recorded the session you would like to copy. Then click the 100
‘Panopto Video’ link on the top of your course page.
: f:::‘-:?:i [ BE Panogio Vide ]
. L;:'q”c::': 4 February - 10 February
4. Click the ‘Open in Panopto’ icon on the right hand side of CUSCE Mot 10,07
the screen. A new tab will be opened. W U<% 201-HC1005 Clinical Microbiology
Panopto Video
L <
. I e |
5. ‘Tick’ the video(s) you would like to copy, and the click the B8 201-HC1005-28 Clinical Microbiology -
lCOpy’ button. C Refresh | Bm | B= Filter by date | | Delete Move | Share
D Harme &
Lecture 1, Part 1
2 Lecture art
6. Under ‘Copy session(s) to’, click the ‘drop down’ button, X
and then expand the ‘HD Moodle’ folder to find your B
destination class. Then click the green ‘Copy’ button on the = 1
top. .
Note: if you couldn’t find your destination class after =
expanding the ‘HD Moodle’ folder, then please go to the
Moodle Course Page of that destination class, and then
click the ‘Panopto Video’ link. This will create the folder on
Panopto Server. After that, retry the Copy action again.
CUSCS ITS Section Page 11 of 19 v.20200211
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7. After the ‘Copy’ action is done, you will be able to view the
copied sessions on the Course Page of your destination
class. Note the copied sessions may take some time to be
ready for viewing.

CUSCS ITS Section Page 12 of 19 v.20200211
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G. Upload other video to Panopto

1. You can upload video files to Panopto and share it to
students. (Make sure you have the copyright to share it)

Moodle Login and Password.

2. Login CUSCS e-Learning Platform - Moodle site with your

§ <55 CUSCS e-Learning Platform - Moodle

Site announcements

Usermame / email

Site announcement on 26 April 2019
Password by Adr Usar - Friday, 26 April 2019,
aw Moodla site for pi
gh this new Moodie s

Welcome to th
s deliverad th

Remember usernama wisit this URL |
i pic (74 words)
3. When logged in, click into the course in which you have B s> 201-HC1005 Clinical Microbiology
recorded the session you would like to copy. Then click the 100
‘Panopto Video’ link on the top of your course page.
. 4 February - 10 February
4. Click ‘Create’, and then click ‘Upload media’. @ s 201-HC1005 Clinical Microbiology
Panopto Video
Q
.
o Upload media J
_ P~
5. Dragvideo files or click to find on your computer. Add files t0 2014e1005 ircs ot - X
®
6. Follow instructions to finish the upload. ]
CUSCS ITS Section Page 13 of 19 v.20200211
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H. Create a live webcast (with text-based discussion)

1. You can create a live webcast session in Panopto. Student
could join the webcast and have a synchronous online
classes. Student could also raise real-time discussion during
the webcast session.
2. Login CUSCS e-Learning Platform - Moodle site with your
Moodle Login and Password.
B WS CUSCS e-Learning Platform - Moodle
0 : g B Site announcements
Site announcement on 26 April 2019
Password by Admin User - Friday, 26 April 2019,
Walcome 1o this new Moodle site for pi
is deliverad through this new Moodie s
Remember usernama wvisit this URL |
Login Read the re
3. When logged in, click into the course in which you have 1§ v 201-HC1005 Clinical Microbiology
recorded the session you would like to copy. Then click the Torm 201 > 201-HG100:
‘Panopto Video’ link on the top of your course page.
¥ Site pages =
e = l
* Current courss
. S s 4 February - 10 February
4. Click the ‘Open in Panopto’ icon on the right hand side of CUSCE Monta R 1007
the screen. A new tab will be opened. ® <<% 201-HG1005 Clinical Microbiology
Panopto Video
O - -
[
5. Inthe Panopto Console, click ‘Create’ and then click to Nig
‘Webcast’. B 201-HC1005-29 Clinical Microbiology
C reresn | | B8 BE Filter by date
E\\j '.-'.-'ehr.\'.l
his folder contains no videos u i -_1.:-..\»--.:\"-
6. Name the webcast session and fill in the Description, and B Create Webcact X

then click ‘Create’.

Session Information

5-Feb-2020 15:00-17:00 Webcast session (Lecture 3)

201-HC1005-29 Clinical Microbiology .

Description

5-Feb-2020 15:00-17:00 Webcast session (Lecture 3}

Create

CUSCS ITS Section
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7. Click the X’ sign to close this window.

[ 5-Feb-2020 15:00-17:00 Webcast session (Lecture 3)

R s omation

8. Now go back to your Moodle Course page and refresh, you
will see the webcast session is shown, with the status
‘Webcast not started’.

Note: Student will not see the webcast session listed on
their Moodle Course page until you have started recording
in the webcast session.

CUSCS Moodle for HD /DFS ~ Umis-  Gudes  Engish fon)=

P = 201-HC1005-29 Clinical Microbiology

Panopto Video

9. When it is about time to start the webcast session, go back
to your Moodle Course page, click ‘Create’ and then click
‘Record a new session’.

10. Click ‘Open Panopto Recorder’ when prompted.

CUSCS Moodle for HD [DFS  Lnks=  Gudes  Engash fun)=

¥ <% 201-HC1005-29 Clinical Microbiology

Panopto Video
o e
Record a new session
- . M Record a newsession
— € Upiond media
= Playlist
= 4
- - New Foldes

11. When Panopto Recorder opened, click ‘Join Session’, and
then click the ‘Webcast session’ you created.

Primary Sources @ l & Feb- 2020 15.00-17.00 Webeast session Lecture 3 ]/

Y — e

Video | Mone

Budc | Microphone (Realtel High

12. Click ‘Record’ to start recording your webcast session.

& Panopto

@ Create New Recording
Recording 000055
]

Stop Mame

Primary Sources PowerPoint ®  Main Scres

¢

Video |MNone

Audio | M

Quality | Standad

CUSCS ITS Section Page 15 of 19

v.20200211




o o .
R LR N S
School of Continuing and Professional Studies
The Chinese University of Hong Kong

13. After the recording has started, your student will be able to ¥ > 201-HC1005-29 Clinical Microbiology

see your Webcast session in their Moodle Course Page > " ¥ To 281 - 20LHCH

Panopto Video section. Panopto Video

Students could click on the link to enter the live webcast B

session on their PC / Android / iOS devices. e
[Screen of student’s PC shown on the right] e /

14. The webcast will be opened in a web browser on the 5 e I
student’s PC. et = masiat. & B
[Screen of student’s PC shown on the right]

15. You will see how many viewers have joined the webcast on
the top right-hand corner of the Panopto Recorder.

Webcast Viewers: 1

e =
[ I |

16. To see exactly which students have joined the webcast @ cus* 201.HG1005-29 Clinical Microbiology
session, please go to your Moodle Course page, and then ' , o
click the ‘Stat’ button under your webcast session. Panopto Video

17. Scroll to the bottom of the stat page, you will see a list of 8 <% 201-HC1005-29 Clinical Microbiology
‘Top Viewers’. This summarizes all users who have joined ' o o
the webcast session, and the minutes delivered (i.e. the
time they stayed in the webcast session). ¢ e
NOTE: o
a. Thereis afilter to show only the statistics ‘during the
webcast session’. That means even a student viewed the
recorded webcast at a later time, it will not be counted in
this ‘webcast only stat.’

b. The ‘Viewers’ list on the stat. page is not showing which
students are actively connected to the webcast session.
That means even a student connected to the webcast for
10 seconds and the left, he will still be on the list. Teachers

Panopto Video

0

CUSCS ITS Section Page 16 of 19 v.20200211
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can base on the ‘Minutes delivered’ to judge his attendance
level though.
18. Students could raise questions to instructors during a

webcast session. When this happens, you will see a popup
dialogue at the bottom right-hand corner of the screen. | A i &3 Panopto

Post from hd-moodie\7939: Hello
instructor, could yourepeat one
more time on point 37

1U.24 FIVI

2/4/2020

19. All discussion posts will also be shown on the bottom right-
hand corner of the Panopto Recorder. Check here
frequently and react to their requests.

20. To stop the webcast session, go back to the Panopto
Recorder, and then click the ‘Stop’ button.

21. Click ‘Done’, then the recorded webcast session will be
uploaded to the server, and listed on Moodle Course page
for students to review at a later time.

5-Feb-2020 15:00-17:00 Webcast session (Lecture 3]

201.HC100%-29 Clinical Microbiology

CUSCS ITS Section Page 17 of 19 v.20200211
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l. View Video Statistics

1. You can view the statistics of your course folder or
individual videos.

2. To view the statistics of your course folder, click the ‘Folder
Stats’ icon.

§ <5 201-HC1005-29 Clinical Microbiology

Panopto Video

3. To view the statistics of individual videos, click the ‘Stats’
icon under the corresponding video.

B % 201-HC1005-29 Clinical Microbiology

Panopto Video

4. Useful statistics information include ‘Views by Day’,
‘Viewer’s engagement throughout the session’, ‘List of
viewers and the time they engaged in the session’.

5. External reference:
https://howtovideos.hosted.panopto.com/Panopto/Pages/
Embed.aspx?id=487dfa32-80d6-469e-b36d-a9bc01079937

CUSCS ITS Section Page 18 of 19
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J. Support

6. For Panopto related enquiries, please write to:
panopto-admin@scs.cuhk.edu.hk

7. For Moodle related enquiries, please write to:
moodle-admin@scs.cuhk.edu.hk

8. If you need assistance while recording in our learning
centres, you may call the ITS support hotline during office
hours as below:

OC/EOC hotline: 61125791
BAT hotline: 61125792
TKO hotline: 61125793

(NOTE: All support requests should be submitted to CUSCS ITS Section. Please DO NOT contact ITSC of CUHK
directly.)

Video demonstration on Panopto and Zoom (by ITS Section, CUSCS)
https://cuscs.ap.panopto.com/Panopto/Pages/Viewer.aspx?id=d4cle353-5632-4b31-9ad4-ab5a00811e6f

External references on using Panopto:

How to Record with Panopto for Windows

https://support.panopto.com/s/article/basic-recording-1

How to Record with Panopto for Mac
https://support.panopto.com/s/article/Recording-with-Panopto-for-Mac

Getting started: Record a video (Video demonstration)
https://howtovideos.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=7778edcc-3fe8-4834-ab11-
293f0102d0f2
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