Screencast: Camtasia Step-by-Step 

By Dan Hensley, San Francisco Public Library
This section covers step-by-step how to create an online training using Camtasia.
Preparatory steps
These are the ingredients for a Camtasia tutorial:

· A chart script

· An unformatted script that exactly matches the audio track (for captions)

· An audio track, courtesy of Media Services

· A PowerPoint file, created using the tutorial graphic to be used in the final tutorial.

These ingredients should arrive in a complete or near-complete state; the Camtasia person is responsible for assembling them to make the final tutorial. Here's what the person using Camtasia needs to know about each of these elements:

The chart script is a Word document arranged into two columns. Think of this as the storyboard for the tutorial. The screenshots in the left column show the screens (generally either websites or PowerPoint slides) that will be part of the tutorial in the order in which they will appear. In the right column, the unformatted text matches the audio track; the text in italic tells the person using Camtasia what to type, where to click -- just about any action that may not be obvious from the other elements of the script.

The unformatted script will be pasted into the closed-captioning tool in Camtasia.

The audio track is an MP3 file that will be pasted into the Camtasia file as the final audio track. It's also played back during screen recording so that the audio and video sync. 
PowerPoint slides are used when the tutorial screen will display only text. The text is usually presented in bullet points, using the "fade" animation to reveal points as the narrator speaks.

Tutorial Step-by-Step
Step 1 -- Create the Camtasia project file
1. Open Camtasia Studio

2. Click File -- Save As -- (an obvious name for the tutorial) 

a. Save in the desired location 

Step 2 -- Record the PowerPoint segments

1. Open the PowerPoint file that contains the slides that are shown in the chart script.

2. Make sure that each point is animated (use the "fade" effect).
3. Open the audio MP3 file using MS Windows Media Player -- queue up the track then minimize the player so that the controls are only visible in the tray at the bottom of the computer screen.

4. Get the slide show ready: on the "Add-Ons" tab in PowerPoint, there should be a button to record. When Camtasia is loaded on a computer, it inserts a plug-in into PowerPoint that allows users to record PPT files directly from that program. 
a. Click "Record."  This will begin the slide show.
b. Get the slide-show ready by advancing to the beginning of the portion that needs to be recorded.
c. As quickly as possible, press "play" on the Media Player and "Record" on the PowerPoint show.
d. As the audio track plays, advance the slide show to match the narrator's voice.
e. Press the escape key to finish. When the dialog box pops up confirming asking if you wish to finish recording, press yes. 
f. Save the camrec file into the proper folder in the Camtasia Working File folder for that tutorial.

5. TIPS: 

a. It's easy to edit the beginning and the end of recorded PowerPoint segments.

b. Camtasia will capture everything on the screen -- try to avoid having the Windows Media Player, the mouse pointer, or anything else on the screen while recording.

c. Advance the PowerPoint slides using the space bar.

Step 3 -- Record the screen-capture segments

1. Arrange the script in front of the computer so that it will be easy to consult and see what's coming next.

2. From Camtasia, click on "Record the Screen."

3. Open the web browser (i.e. Internet Explorer or Firefox) and adjust the Camtasia recording area to exclude the bottom tray (where the Start menu is).

4. Set up the web browser to display the starting point of screencast segment.

5. Open the audio file in Windows Media Player, then queue up the track and pause it at the beginning of the segment that will be recorded.

6. When ready, press play on Windows Media Player and Record in Camtasia. 

a. Follow the narrator and the stage direction on the script, making sure to sync the action on the screen with the narrator's voice.

b. When finished recording the segment, press F10 to stop recording.

c. Camtasia will throw up a dialog box -- click "Edit video in Camtasia."
7. TIPS: 

a. It's easy to edit the beginning and end of a screen capture; if possible, leave a cushion at the beginning by setting up the audio several seconds before the segment begins.

b. One long, uninterrupted shot is much easier to deal with in Camtasia than several short shots. Channel Alfred Hitchcock!

c. If the patron computers all use a specific web browser, use that for the recording, so that the screen matches what patrons will see on library computers.

d. Double-check the searches on the script to make sure that the results are consistent with what the script-writer found. If not, either make a correction or get in touch with the screen-writer.

e. Clear the browser's cache before starting each recording, so that the links won't appear to have already been viewed and search boxes won't anticipate search terms. (Tools -- delete browsing history).

f. Keep in mind that the audience for the tutorial when typing and navigating pages -- the pace of the demonstration will probably be slower than a user’s ordinary pace.

Step 4 -- Put the components together

1. Using the "Import media" link from the "Add" menu under the "Task List" on the left side of the Camtasia interface, import the audio track and all of the .camrec files that will be used in the tutorial. The files will be stored in the Clip Bin.

2. Unlink Video 1 and Audio 1 tracks by clicking the white bracket next to the word Video (when the mouse is over it, it will say 'click to unlink audio 1 and video 1.')

3. Insert the audio track into the timeline at the bottom of the screen by dragging it from the Clip Bin into the Audio 1 track of the timeline. 

a. If necessary, take this opportunity to trim the beginning and/or end of the audio track. This is necessary if there is a long silence at the end of the recording or a "3-2-1" countdown at the beginning.

b. To trim the track, mouse over the end that should be cut, click to grab it, and drag it to the desired length.

4. Working from beginning to end (left to right), insert the video clips in the Video 1 track by dragging them from the Clip Bin and dropping them in the track. 

a. If the beginning and/or end of the video track needs to be edited, the procedure is the same as for the audio tracks: grab the end with the mouse, then drag it to the desired length.

b. There can be no gaps in video on the timeline; each video segment will line up immediately after the one before it. 

i. To extend a frame to allow the narration to continue, right-click on the video segment that should be extended and select "extend frame."  A dialog box with a prompt will appear to specify how long the extension should last.

c. Use the In-Progress tutorial in the upper right hand corner of the Camtasia interface to review the work. Be on the lookout for errant mouse pointers, typos, and any other mistakes that can't be edited out. It's much easier to go back and fix these at this stage; waiting to correct errors means spending time later redoing edits, captions, callouts, etc.

d. Once all of the video clips are inserted, play the tutorial from the beginning to make sure every part is in sync with the audio track. Also try to catch errors in the other aspects of the tutorial before moving on -- is the script accurate?  Are there any audio bloopers that will be noticeable in the finished project?  It's worth saying again that it's much less of a pain to fix problems at this stage than it is once final editing has begun.

5. TIPS 

a. It's easiest to work from beginning to end (left to right), mainly because inserting video clips in the middle of two edited segments will often take the subsequent segments out of sync with the audio.

Step 5 -- Insert callouts, zooming, and other special effects

1. Use the special effects in Camtasia to draw attention to certain parts of the screen, reinforce important passages of narration, and to add parenthetical statements that weren't included in the initial audio recording.

2. Insert callouts once the audio and video tracks are edited and synced.

3. To insert an effect, position the Camtasia timeline cursor on the segment of the tutorial where the effect is to begin.

4. Under "Edit," choose the desired effect.

5. Link to tutorials describing how to insert each effect.
Step 6 -- Review whole tutorial, edit as necessary

1. View the entire tutorial from start to finish. This is the last chance to make changes before it becomes a significant challenge to do so.

2. Look out for these common problems: 

a. Inaccuracy in the script.
b. Mouse pointer showing in a PowerPoint slide.
c. Typos in bullet points.
3. Any major errors in content will be the responsibility of the script-writer to correct. 

a. Produce a draft of the tutorial (see below for the procedure).

b. Place it on the network drive.

c. Alert the scriptwriter that the draft is ready to view.

4. Work out any edits with the scriptwriter until they are happy with the product.

Step 7 -- Insert closed captioning

1. Once the tutorial is edited and reviewed, open the unformatted version of the script.

2. Insert a space after each line of narration.

3. Press ctrl+a to highlight the entire document, then ctrl+c to copy everything.

4. In Camtasia, click "Captions" under edit. This will open up a module in the software that will insert closed captions in the tutorial and enable the editor to sync the captions with the narrator's voice.

5. To insert the text of the captions, click "paste." 

6. The captions will display as three lines of text underneath the tutorial. Read through the script, inserting extra lines (put the cursor at the end of the line and hit Enter) in places where it makes sense for there to be a break.  

a. For instance, if the narrator speaks two lines of text and then pauses, it would make sense to only display those two lines of text; if the next line of text starts on the immediate next line, that line will display before the narrator speaks it.

7. Click "Start" to begin and follow along with the narration, clicking the first word of each passage as the narrator speaks.

8. When finished, click "Finish". The captions are represented on the timeline by little blue circles above the video track.

9. TIPS: 

a. Small changes can be made to the placement of captions by dragging the little blue circles around on the timeline.
Step 8 -- Produce the tutorial

1. Review the tutorial and make sure that the audio, video, and captions are in sync and all of the special effects are in place.

2. If everything is ready, click "Produce video as..." in the Edit menu.

The basic steps are:

Create a camproj for the project. A camproj is an assembly of audio files, screen capture files ("camrec"), and associated effects, captions, highlights, and so on.

Create camrec files as needed, by playing back the associated audio file while recording the screen activity described in the recording.

Camrec recordings save by default in the Camtasia folder under "My Documents". in the network folder for the project, in the "Camtasia working files" subfolder.

Copy any other camrec files needed to the network folder for the project, in the "Camtasia working files" subfolder.

TIPS:
When putting together a Camtasia project, it's easiest to work from left to right on the timeline, meaning that it's best to build the tutorial from start to finish rather than by jumping around.

When making captions, remember that regardless of the pacing of the narration, Camtasia will insert three lines of text. After pasting text into the caption-making "wizard," review the spacing, inserting a blank line or two if a pause in the caption would make sense given the narration.

