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Introduction  

When creating media content, it is important to follow a standardised naming convention, should 

the recorded file become orphaned from its Re:View folder, it may then be more simply identified by 

those trying to locate it. 

When using the downloaded Panopto recorder on your own computer, by default the software will 

set the file name as the date and time of recording before starting the session.  

When using the Web version in your browser the option to rename your session from the default is 

after a recording. 

E.g.  30 March 2020 at 10:31:28 

 
 

 
Desktop Recorder 

(Before starting a session) 

 
 

 
 
 

Web based Recorder 
(After finishing a session) 

 
 

Once uploaded to Re:View you are given option of  where to place the file and to give it appropriate 

metadata to identify the recording. This is adequate for managing the recording and allowing access 

to the appropriate students. 

Naming Conventions 

For best practice, it recommended to follow a standardised naming convention when setting up 

each recording session. The purpose is to simplify and improve file management. Once a collection 

of files grows, it will become increasingly difficult to organise and manage. Although these 

recordings will generally reside in the appropriate folders on Re:view making them simple to locate, 

should they be located outside of this file structure they may become unmanageable.  
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For example, if you chose to have locally stored copies created by the Panopto recorder, placed in a 

single folder, these files would only be differentiated by their file names (the date and time of 

recording). This would require the creator to remember when a recording was made in order to 

locate it. This is also the case should the copy uploaded to Re:view be moved to another folder for 

archiving or accidentally placed in the wrong folder.  

Finding such files again might not be possible without the knowledge of the creator of when exactly 

the file was originally recorded. 

Following a standardised naming convention for naming the recording/file may avoid such issues. 

Standardised naming convention 

The following convention is recommended when creating a new session in the Panopto recorder. 

Samis Unit code_Academic-Year_Date-of-Creation 

For example 

HL30888_2019-20_30-03-2020 

 
 
 
 
 

Desktop Recorder 
(Before starting a session) 

 
 
 

 

 
 
 
 
 
 

Web based Recorder 
(After finishing a session) 

 

 
 

 


