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Scope of this Guide

Screen recording software allows you to record whatever is on your computer screen and later rebroadcast it
to your students. There are many programs available to record your screen, but this guide only covers
Camtasia Studio for PC. The university has acquired a site-wide license for this software. To benefit the most
from this guide, you should have the software installed on your computer. Please contact your department ITC
to learn how to acquire the software. This guide will cover two recording styles: narrated PowerPoint and

software demonstration.

Choosing a Recording Style

Narrated PowerPoint

Taking an existing slideshow and adding voice over narration is a great starting point. You may need to
redesign the slideshow making it more suitable for use in combination with voice over narration. Avoid text
heavy slides. You won't need large blocks of text on each slide, as you'll be using your voice to explain the

concept. Try and find useful visuals and include those on the slides instead.

Software Demonstration

You may wish to record a step by step software demonstration. Break the demonstration into small parts, to
make short videos (5-7 minutes). Ensure that all parts of the program are included within the screen recording
area. Be sure to narrate your use of the keyboard and mouse, “now we’ll click on the button at the top right.”
Consider the speed at which you give the demonstration, as students may be trying to follow along on their

own computer.

Things to Consider Before Recording

Microphone

Although many computers feature built in microphones, such as those found on laptops, it's best to use a
headset microphone. Built in microphones tend to pick up additional ambient noise including sounds from
using the keyboard or mouse. With a headset, the microphone can be positioned close to your mouth and

should shut out additional ambient noise.

Quiet Place
Find a quiet place to record. Even low amounts of background noise can be a distraction to your audience.
Also, avoid recording in a large room, as the sound will likely reverberate and create an echo heard on the

recording.

Script and Outline
Have clear idea of what you're going to say and talk about. As a best practice, instructional videos should be

no longer than 5-7 minutes. Without a script or an outline, you'll be more likely to ad lib or ramble, which will
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result in a longer video.

Recording PowerPoint Slideshow

Adjust Slideshow to Widescreen
To maximize video quality, you'll need to be sure that your slideshow is in widescreen format. In Office 2013,

Microsoft set the default format to widescreen. However, if you're using an older version, you may need to

reformat your slideshow.

4:3 _’ 16:9

PowerPoint 2010 Standard PowerPoint 2013 Standard

The procedure for adjusting the slide format is slightly different in Office 2010 and 2013.

PowerPoint 2010/2007 PowerPoint 2013
1. Navigate to the Design tab. 1. Navigate to the Design Tab.
2. Click on Page Setup. 2. Click Slide Size.
3. Click on the Slides Sized for menu. 3. Select Widescreen (16:9).
4. Select On-screen Show (16:9), click OK.

NOTE: Check each slide for any sizing issues. PowerPoint 2013 does a better job of resizing content.
PowerPoint 2010 has a tendency to stretch images. If after reformatting to widescreen, too many slides have
issues, you can always revert back to the original format. Camtasia will still record the slides, but the resulting

video will be letterboxed (black bars on either side of the video).
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Set Recording Area
1. Open Camtasia Recorder.
2. In PowerPoint, open and play the presentation in Slideshow mode.

3. Adjust the recording area by using the tiny square handles until the recording area outlines the slide.

O @ O

Capture Effects Tools

Select area Recorded inputs

(o) .Gr

Full screen Custom Dimensions Camera off Audio on
SE—

Select and Test Microphone

Ensure that your microphone is plugged in, then configure the audio recording preferences.

1. Select the connected microphone by clicking on the Audio menu.
2. Ensure Record System Audio is check marked if you'll be playing any media while recording.

3. Speak into the microphone to view input levels.
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Capture Effects Tools Help

Recorded inputs

o - I& h

Full screen Custom Dimensions Camera off Audio on
Do not record microphone

Microphone Array (Realtek High Definition Audic)

~  Record system audio

Options...

Capture Effects Tools Help

Recorded inputs

%

Full screen Custom Dimensions Camera off Audio on
— |

NOTE: Consider recording a short test to ensure that the recorded audio is clear and sufficiently loud.

Record

Click the record button when you're ready to begin. Camtasia will count down before recording.

Capture Effects Tools Help — X
Select area Recorded inputs

(I -

Camera off Audio on

Press F10 to stop the recording.
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The recording area is delineated by small green markers. Ensure that all content essential to the recording
stays within the recording area. While recording, use the computer as you would normally. Use the mouse,
arrow keys, or space bar to advance the slides in the presentation.

Once you're finished recording, press the F10 key on the keyboard.
NOTE: Skip to the Save and Edit section below to learn how to edit and prepare your video.

Recording a Software Demonstration

Set Recording Area
Open Camtasia Recorder.
In the Recorder toolbar, use the Custom Menu to select 1280 x 720 for the screen recording size.

Open the software program you intend to demonstrate and record (not pictured).

A

Place the mouse at the edge of the program window until you see the tiny arrow tool. Resize the

software program window until it fits within the recording area.

Capture Effects Tools Help

Select area Recorded inputs

'
Widescreen (16:9) (]
720p HD (12807207 Audio on
L 480p SD (854x480)
Standard (4:3)
1024x768
240480
Recent areas
12804720
12800720
1600800

Full screen Custom

Lock to application

Select area to record
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i

= %

L:h Format as Table -

Alignment  Number Editing
- - [ Cell Styles~ -

Clipboard Styles

NOTE: If recording the Windows Task Bar is important to the demonstration, be sure to slide the whole
recording area down. Use the compass icon in the middle of the recording area as a handle to slide the

recording area down.

Select and Test Microphone
Ensure that your microphone is plugged in, then configure the audio recording preferences.

1. Select the connected microphone by clicking on the Audio menu.
Ensure Record System Audio is check marked if you'll be playing any media while recording.

3. Speak into the microphone to view input levels.

Recorded inputs

o - | o h

Full screen Custom Dimensions Camera off Audio on

I—

Microphone Array (Realtek High Definition Audic)

Do not record microephone

~  Record system audio

Aty
Ao,

Opticns...
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Capture  Effects

Recorded inputs

%

Full screen Custom Dimensions Camera off Audio an
S — |

NOTE: Consider recording a short test to ensure that the recorded audio is clear and sufficiently loud.

Record

Click the record button when you're ready to begin. Camtasia will count down before recording.

Capture Effects Tools Help — X
Select area Recorded inputs

& - 0 rec

Full screen Custom Dimensions Camera off Audio on
—

Press F10 to stop the recording.

The recording area is delineated by small green markers. Ensure that all content essential to the recording

stays within the recording area. While recording, use the computer as you would normally.
Once you're finished recording, press the F10 key on the keyboard.
Saving and Editing

Editing

You can scrub (fast forward/rewind) through your video by dragging the playhead back and forth.
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Rec 01-31-17 (Audlo)

‘ E Rec 01-3117 (Screen)

If you need to shorten a clip at the beginning or end, split the clip at the playhead.

Position the playhead where you wish to split the clip.
Right click on the gray playhead handle, clicking on Split All in the menu.

3. Click on the left over piece that is now separated from the main clip, pressing delete to remove it.
Repeat for each clip.

4. Slide each clip down to the beginning of the timeline.

Rec 02-09-17 (Audlo)

. Rec 02-09-17 (Sc

Export

After recording a video you can save it for later use. To do so:

1. Click on Share - Local File.

2. In the menu, select the MP4 only (up to 720p) option.

3. Name the project folder and specify a location to save the final video.

4. Click on Open Production Folder to view the final video file. Note: MP4 files are not to be uploaded straight
to Moodle. Make sure they are to use a storage mechanism such as Youtube when posting the videos to
moodle.
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After recording and editing, you can also export the file directly to YouTube.

Click on the Share = Youtube.

Login with your Youtube account.

Enter in a title, description and any tags that you may have for your video
Be patient as your video renders (this could take some time).

View your video on Youtube!

© g s> w N

To find more instructions on how to use youtube once you have your video on the site you can visit:
http://www.calstatela.edu/cetl/edtech/youtube
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Production Wizard >
Sign In To YouTube.com
Sign in to YouTube with your YouTube or Google Account credentials,

Google

Sign in with your Google Account

Enter your email |

Find my account

One Google Account for everything Google

GMERADB@LE R B E

< Back Mext =

Signed in as:  omarasyed38@gmail.com

Title

Test

Description

this is a test video

20 f 5000
Tags (comma separated) /
| test |
Category
|Edu-:3tion - |
Privacy b

(®) Public {anyone can search and view)

(") Private {only spedfic YouTube users can view)

(") Unlisted (can only be accessed by direct link)

Upload captions

Create table of contents from markers

By dlicking "finish’ you certify that you own all rights to the content or that you are authorized by the
owner to make the content publidy available on YouTube, and that it otherwise complies with the

YouTube Terms of Service
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[4 Rendering Project o — *
Rendering video...

| 355% |

Step 1 of 2: Rendering video...

| 711% | |

Cancel

Pl o) o010/0:11
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