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Conferences (Live Online Classes)

A lot of the time the learning content and other materials shared on Canvas
will tend to be slides or documents. What if you want to create something
more media rich involving video or audio? The second remote teaching
option is to create what's known as a screencast, essentially a digital video
of what’s on your computer screen which can also include audio. Screencasts can take the form of a slide show with voice narration, a demonstration
of how to use a piece of software on your computer, a website tour or a
video lesson. Screencasts are created using screencasting software. Once
created and edited they can be uploaded to Canvas just like any other
content for students to view.
This document offers information on the following:
1. Guidelines for writing a Screencast Voice-Over Script
2. Guidelines for preparing to record a screencast
3. Installing Screencast-o-matic
4. Using Screencast-O-Matic to Record
5. Editing your Screencast-O-Matic recording
6. Saving your recording and uploading it to Canvas
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Guidelines for writing a Screencast Voice-Over Script

A screencast voice-over script is basically a script that you prepare before you begin recording
a screencast. This is designed to help you plan what you will say, what you will show as you are
speaking, etc. This is not necessarily a requirement if you are aiming to simply speak over a
presentation you are familiar with, but it is never a bad idea to have a set of guidelines for
yourself if recording a screencast.
The Dept of TEL has prepared a template which staff can use, and/ or edit for their own purposes,
to help create a voiceover script. This template can be found on the final page of this document.
Some elements to consider when developing a screencast voiceover script:
Remember that screencasts should be relatively short and granular. So this should ideally
not involve overly-long on-screen activities. It is better to have 2 concise and to-the-point
screencasts than 1 longer screencast which is harder to follow/ keep the viewer’s attention.
Try to keep recordings direct, short and simple. A series of focused step-by-step recordings
is preferable to a single long recording.
A 2 minute recording will contain around 400 words – the equivalent of one A4 sheet of
writing. Keep this word-count in mind when you are writing your voice-over script. If you
want the recording to be a certain length, work towards this word count.
That said, don’t feel like you have to fill pages and pages of script. If you are adding
additional unnecessary information to the voice-over script, it will be very boring for
the viewer and you will lose their attention. Keep the script as “lean” as possible.
Consider the process similar to a conversation - introduce yourself, outline what you
will cover, thank people for watching at the end, etc.
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Guidelines for preparing to record a screencast

Guidelines for setting up for recording a Software Screencast:

Before you begin recording your Software Screencast, have ready whatever presentation or
software you are going to show during the screencast.
If you want to move between the presentation/ software in question and something else (e.g.:
a website) then have the other elements ready, along with the software and simply switch between
the two.
Most screencast tools will allow you to either record certain windows on your screen or the entire
screen. Avoid recording unnecessary areas/ elements of the screen - if you are recording yourself
using a website you would only need to record the browser window.

Guidelines for recording the screencast:

Before recording practice going through the steps you want to show to make sure you don’t make
any mistakes.
If you want to limit “ums” and “ahhs”, however, Pause the recording after each section to
double-check what to do next.
All you have to focus on is recording the screencast in one clean take. If you find you're struggling
with five minutes of recording, consider splitting the screencast into two halves which are easier to
record. You don't have to join them together, users are quite capable of watching two screencasts
rather than one.
Ensure that there are no external sources of possible noise. Ensure your mobile phone is off, windows and doors are shut, fans and fridges are unplugged and the cat is out of the building
Do not worry too much about getting the recording 100% perfect and free of any “ums” and “ahhs”.
It does not need to be perfect. It is a conversation of sorts, not an absolutely perfect recording.
Afterwards:

Be sure to watch the recording back to make sure that there are no major elements gone wrong
or left out. That said, do not worry if it is not 100% perfect. So long as the main information is
there for the viewer, they will be satisfied with it.
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Install Screencast-o-matic

The Department of Technology Enhanced Learning has purchased licenses for Screencast-o-matic - a simple and intuitive screencasting application which has
been used for some time in the institute - for use during this period.
To use the Dept of TEL’s license for screencast-o-matic, please go to http://screencast-o-matic.com/tel_cit where you are given the option to either:
(a) Use the software directly from the web page or
(b) Download a version for offline use.

(a) Using the Online Screen Recorder directly from the web page

Note: To use the online version of the software
you will need to have Java installed. You will also
need an internet connection whenever you want
to record or edit.
You can use a “light” version of screencast-o-matic from this webpage by
clicking on the “Start Recorder” button.

This will prompt you to download a more basic
version of the screencast-o-matic recorder, but
one which can still support recording of video
and audio and editing of same. When installed,
this will open up and you can begin recording

(b) Downloading a copy of Screencast-O-Matic to your own machine for offline use
You can install a full iteration of screencast-o-matic on your own machine to use anytime, anywhere.
To do this, please:
1. Request a license by completing an online form at https://telcit.typeform.com/to/q0eQmj .This will provide you with instructions and a password on how
to install the full version of screencast-o-matic.
2. Go to http://screencast-o-matic.com/tel_cit and select “Download install”
3. Run the installer and, if prompted, click the “Team Plan” button
4. If asked for an “Access Url”, enter tel_cit
5. Enter this password which you receive from filling in online form (step 1)
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Using Screencast-O-Matic to Record

When you first open Screencast-O-Matic
you will be presented with previous recordings you have created with it

To create a new recording, press the “Record”
button in the top-right corner of the window

From here, the software will change to a
“recording mode” where you can adjust for
the type of screencast you wish to create

You can select whether you wish to create a
recording using:
1. Your screen: (most common option, suggested for recording yourself talking over a
powerpoint, completing an equation, etc.)
2. Your webcam: (useful for filming yourself
demonstrating how to perform a particular
activity)
3. Both: (useful for switching between
performance and activities on your computer, provides a personal touch to a screenbased recording

If you wish, you can set a “Max Time” which
will set a specific time limit your recording.
Click on the option and set a specific time
which you wish to set specific time at which
the recording will end.

You can set a specific size for your screencast
if you wish. Click on the “Size” button and you
can select if you want your screencast to be
“Fullscreen” (your entire screen) or a smaller
size

It is recommended that you leave this at
“None” in order to avoid limiting yourself
around this.
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If you set the screen size to less than
“Fullscreen”, you can adjust the box which
appears to record a specific area of the
screen. Drag the white links at the:
1. Sides,
2. Top and bottom
3. Corners
to resize the are to be recorded

You can select the microphone that you
will use to record the screencast by clicking
on the “Narration” option and selecting the
appropriate microphone

You can also select the “Preferences” button
to set a number of options for recording

When you are ready to begin, you can press
the record button to begin recording

You will be given a countdown and the
recording will begin. You can pause the
recording at any time by pressing the blue
Pause button where the recording button
previously was

If you want to, you can also press the “pen”
icon next to the record button to draw on top
of your recording.

This will allow you to use tools (available at
the top of the recording area) to annotate
your recording live

To exit the annotate mode, simply click rightclick anywhere on-screen and select “Exit”
(this will clear your annotations)

When you are satisfied with your recording,
press the pause button. When you have
paused the recording, you can:
1. Continue recording by pressing the Record
button again
2. View the recording you have done by
pressing the “play” button
3. Delete what you have recorded and start
again by pressing the “trash can” icon
4. Move on to edit and upload/ download
your video by pressing the “Done” button.
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Editing your Screencast-O-Matic recording

After you have finished your recording, you
have the ability to:
1. Edit it by changing duration, adding or
removing sections and adding highlights,
text, etc
2. To save it as a video file
3. To upload it to a cloud service

If you decide to edit the video file, you will be
provided with the following interface.
1. At the base of the screen the timeline for
your recording is displayed. Use this to move
around to different sections of your recording by clicking anywhere on the timeline or
pressing play
2. Options for editing the video under “Tools”.
This allows you to edit the video or insert
elements (e.g. text, pauses, etc.) wherever

the video cursor is
3. Options for how the video is displayed to
viewers. This determines if you want to add
additional audio (e.g music) and/ or a voiceover and/ or if they see the mouse, etc as part
of the recording.
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If you move to a part of the recording which
you want to edit, you can click on the “Tools”
item to bring up a list of available options
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A useful tool for editing is the “Cut” tool.
This allows you to remove sections of the
recording. This can be useful if you have a
section where you were interrupted or made
a mistake, etc. If you select the “Cut” option,
you will be provided with the option to select
what can be cut by dragging the red bars in
the timeline to cover a specific section of the
video.

When you have selected a section of the
recording with your red bars (e.g. a start point
and end point), you will be given the option to:
1. Preview this (This will show you what the
recording will look like when you cut this
section out)
2. To Cancel this
3. To “OK” this.

Another useful feature is the ability to add
text to your recording. This can be useful
if you want to provide additional guidance
to learners about a specific part of the
recording or on-screen item. If you select
the “Overlay” option, you can then click on
the “Text” item.

If you select the “Text” option, you will be
provided with the option to select
What section of the recording the text should
appear over
Where it should appear on screen and how it
should appear (fade in/ out, etc.)
What it should say and how it should look

You can edit what part (e.g. from what time
to what time) of the recording the text should
appear over by
1. Dragging the bars on the timeline at the
base of the screen
2. You can also increase or decrease the time
by clicking on the time section

To edit the text and where it is displayed,
simply click into the text box and change the
text as appropriate in the text area which appears. You can also click on “style” to change
the appearance of the text box

You can move the position of the text item
(where it appears on-screen) by clicking and
dragging on the text item
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If you select OK, the area of the recording
identified by the red bars will be removed

Saving your recording and uploading it to Canvas

When you have a recording available which
you would like to add to Canvas, you can
do so by selecting the option to “Save as
Video File”.

This will provide you with a number of
options on how you want to save the file:
1. Type: the type of video file to be
produced. This can be left as an MP4.
2. Filename: the name of the video file you
will save
3. Folder: where the file will be downloaded to
4. Cursor: if you want the recording to show
and/ or highlight the cursor to the viewer

5. Open Captions: if you want to add
captions to the file
6. Quality: whether the file should be a
high visual quality (but a larger file size)
or a lower visual quality (but a smaller file
size).
When you are satisfied with your options,
you can press the green “Publish” button
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Your file will publish to a video file to the
folder you selected
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When the recording has published, you can
go to your module in Canvas and, under a
unit, click on the plus sign on the right side
of the unit to add a file.
To upload the recording, select the File option
from the drop down menu, select [New File]
and then click on the "Choose File" button to
locate the video recording. Select "Add Item"
to add your video
You may be presented with a message
stating that the media is being qued for conversion". When this has finished, the recording
will be available to students.

For more information please visit: http:/tel.cit.ie

Dept of Technology Enhanced Learning,
Cork Institute of Technology
https://tel.cit.ie/
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