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Panopto: A guide to managing your recordings 
 

Introduction 
  
This short guide is designed to help you to manage and organise your Panopto recordings and to provide information 
regarding using Panopto in your Canvas module site. 

Much of the process for recording and publishing Panopto will be automated. This guide is for those who may wish to 
be more hands on or would like further information about the management process. This includes; 

 

Panopto Module Folder 
 
This is the folder in your module where all your 
recordings will be located. You can access it via the 
Panopto link in the module menu under StudyNet Tools. 

Once in the module folder you can access a range of 
options and settings for your recordings (fig 1). 

 

 

 
 

Options 
 

If you move your mouse over a recording in the 
module folder, you’ll see the options in fig 2. 

Settings – This area has a range of options available 
including changing the title of your recording. You 
can rename or move your recordings after they have been recorded via the Settings option. 

 

Figure 2 – Options available for each recording 

Figure 1– Panopto Module Folder 
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Renaming a Recording 
 
Renaming your recording 
To rename your recording click ‘Settings’ and in the Overview 
tab you’ll see the option to change the name. Click ‘Edit’ and 
change the name (fig 3). 

Click ‘Save’ once finished. 

Note: When changing the name of your recording you should 
remember to label it clearly and include a reference to the date 
it was recorded. 

 

 

Moving a Recording 
 
You can also move the recording to another folder by 
clicking ‘Edit’ under the Folder option, just under where 
you changed the name. 

To move your recording click ‘Settings’ and in the Overview 
tab you’ll see the option to change the folder. Click ‘Edit’ 
(fig 4) and change the folder in which the recording is 
located. 

Click ‘Save’ once finished. 

Note: Recordings should already be in the correct module folders but if you do need to move one to another module 
folder then you can do it here. 

 

 

Sharing/Linking your Recording 
 
Here you can find the options for sharing your recording. Recordings will not be rolled over to new Canvas sites 
when they are created so if you’d like to share/link a recording in another module. Here’s how its done: 

Go to the module you’d like to add the recording to and add a new page to your module via the Units section. Units 
– Add Item – Add Page – [ New page ] 

 

 

Figure 3 - Changing the name of a recording 

Figure 4- Changing the folder 
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Once created edit the new page and choose the 
More External Tools option in the Rich Content 
Editor and choose Panopto from the drop-down list 
(fig 5). 

Choose the folder and the recording you wish to link 
and click the ‘Insert’ button. 

Click ‘Save’ once you’re done. 

 
 

Editing your Recording 
 
You may wish to trim or cut a section or sections from your recording before it is published, and you can do this 
under the Edit option. Editing is covered in another guide which can be found at 
http://www.studynet.herts.ac.uk/go/recording 

 

 

Stats 
 
Viewing statistics are collected for each recording and these are available via the Stats area.  

 

Stats are broken down into a range of data and can provide 
useful in measuring and supporting student engagement.  

Stats can be viewed on screen or downloaded and can show 
who, when and how often your recording has been viewed. 

In the Panopto Module folder mouse over the recording and 
click ‘Stats’ from the options provided (fig 6). 

Once in the Stats area you’ll be able to see the number of 
views the recording has, how many minutes have been viewed 

and by which users. These stats are customisable by date and can be downloaded as a CVS file. 

 

Deleting 
 
It is possible to delete recordings but please note that these 
are non-retrievable so please do not delete any of your lecture 
recordings without prior permission from your Dean of School. 

 

 

Figure 5 - Adding a link in another module 

Figure 6 – Viewing stats for your recording 

Figure 7- Deleting your recording 

http://www.studynet.herts.ac.uk/go/recording
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To delete got to the Panopto Module folder and mouse over the recording you wish to delete. Click ‘Delete’ from the 
options provided (fig 7). A pop-up notice will ask if you’re sure that you want to delete the recording. Click ‘Yes’ if 
you’re sure or click ‘Cancel’ if not. Again, deleted recordings are non-retrievable so please be careful when using the 
Delete function. 

 

Captioning 
 
It is possible to add a caption to your 
recording if you have produced one. Navigate 
to the video you’d like to add captions to and 
click ‘Settings’. Next click on ‘Captions’ in the 
menu on the left. Click Browse under Upload 
Captions and upload your file (fig 8). 

Note: Panopto supports ingestion of *.srt, 
*.ashx, and *.dxfp files as captions for a video. 
See the Panopto website for more information on Manually-upload-Captions. 
 
 
 

Finding your Recordings 
 
Automated recording will appear in the Panopto module folder and at the bottom of the Units page of your module 
site once they’ve been uploaded. You can then move them as you normally would by dragging and dropping to the 
desired location on the Units page. 

Similar settings & options also exist for the Panopto module folder, but these should be left as they are to avoid any 
issues with the integration between Panopto and your Canvas module. 

 

 

Support and Guidance 
 

• For more information about Panopto at UH including, instructional guides and video resources please 
visit http://www.studynet.herts.ac.uk/go/recording.  

  
• For help, please contact the helpdesk by emailing  helpdesk@herts.ac.uk or call 4678.  

  
Note:  The guidance given in this document may be updated from time to time to reflect changes in 
the Panopto application and the integration with UH systems.  

Figure 8 - Adding captions 

http://www.studynet.herts.ac.uk/go/recording
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