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A Guide for Educators 
Created by the Academic Commons at Thomas Jefferson University 

 
As you get started with Canvas, utilize this guide to help you make the most of using Panopto within 
Canvas. With Panopto you can easily create, host, search, and share videos with your courses. 

Enabling Panopto in a Canvas Course 
Log in to Canvas and access your course.  

 
 

1. In your Canvas course, open the 
Settings area. This can be found at the 
bottom of the left navigation menu. If it is 
not open, click on the three lines next to 
the name of the course:  
 
 

 
 

 
2. Open the Navigation tab at the top of the 

page (Between Sections and Apps). Find 
the Panopto Video menu item in the 
bottom section of the page and drag it up 
into the top section so it will be enabled 
in the course menu.  
 
Save your changes using the button at 
the bottom of the page.  

 

 
 

Add Recordings to Panopto 
 
 
 
 

1. Open the Panopto Video link 
found in the course menu.  
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2. Click the Create button at the top 
of the page.  

 

 
 

3. Choose a video to use:  
 
Select “Panopto for Windows” to use 
Panopto software to record from your 
device. Phrasing will be different if you 
are a Mac user.  

a. Guide for Installation 
b. Guide for How to Record 

 
              -OR- 
 

Select “Panopto Capture” to record 
without downloading any software.  

a. Available when using Google 
Chrome, Firefox, or Microsoft 
Edge as your browser.  

b. Guide for How to Record  
 

              -OR- 
 

Select “Upload Media” to choose media 
from your computer.  

a. Click ‘Drag video or audio files 
here (or click to find on your 
computer)’ to browse your 
computer for files.  

b. Click Open/Select to choose the 
file.  

c. Continue to upload additional 
files or close the Upload window. 
The video may take a little time 
to process.  

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 

Copy Recordings from a Past Course into Canvas 
 Note: You must be an Instructor/Teacher in both courses.  
1. Make sure Panopto is enabled in your Canvas course.  

2. Go to https://jefferson.hosted.panopto.com/ and log in.  

 OR 
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3. Use the Browse button on 
the left to find the course 
folder where your recordings 
are stored.  

 
 

 

 
 

 
 
 

4. Select the “My folders” tab 
and click the appropriate 
course folder.  

 
 
 

 

 
 

 
 
 
 

5. Hover your mouse over the 
video thumbnails to view a 
checkbox for each one. Click 
on the checkboxes to select 
the videos you want to copy.  
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6. Click the Copy button at the 
top of the screen.  

 

 

 

 
7. In the drop-down menu at 

the top, find your course 
folder. You will likely need to 
click the arrow next to the 
Canvas folder icon to expand 
a list of your courses.  

 

 

 

 
8. Select the destination folder 

and then click the Copy 
button.  

 

 

 
 

 

Adding Panopto Recordings to Modules in Canvas 
1. Return to your Canvas 

course. From the Modules 
page, find the Module 
where you want to add a 
recording. 

 
  

2. Use the + button in the 
upper right corner to add a 
new item to the Module.  

 

 

 
 
 
 
 

3. In the drop-down menu, 
select External Tool as the 
type of item to add.  

 

 

 
 

mailto:EdTech.Support@lists.jefferson.edu
https://academiccommons.jefferson.edu/index.cfm


 
Email: EdTech.Support@lists.jefferson.edu | Phone: 215-503-2830 | Website: academiccommons.jefferson.edu 
 

4. In the External Tools list, 
scroll down, find Panopto 
Video, and click on it to 
select it.  

 
 

5. You should see the list of 
your recordings; if you don’t, 
use the drop-down menu at 
the top to select a specific 
course folder to find the 
videos you want.  

 

 

 
 

6. Select the video you want to 
add. Some video embed 
options can be opened at 
the bottom of the window 
which you can edit; they are 
probably fine to just leave 
alone. Click Insert.  

 
 

 
 

 
 

 
7. You’ll see the list of External 

Tools again; if you want to 
give the recording a new 
title that will appear in the 
Module (e.g. Week 1 
Lecture), you can type that 
title into the Page Name 
box.  

 
 

8. Click Add Item to add the 
recording link to the Module.  

 

 

 
 

 

mailto:EdTech.Support@lists.jefferson.edu
https://academiccommons.jefferson.edu/index.cfm


 
Email: EdTech.Support@lists.jefferson.edu | Phone: 215-503-2830 | Website: academiccommons.jefferson.edu 
 

 

Panopto Help 
 Campus Specific Support: Available Monday – Friday 8AM – 6PM 

 Contact the Academic Commons’ Educational Technology Support team at 
EdTech.Support@lists.jefferson.edu or call (215) 503-2830 
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