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This guide is intended for staff and covers the general and practical use of Camtasia Relay®.  Please look for our other 

related guides which you may find useful. 

N.B.  If you do need to print this guide it is optimised for double-sided printing. 
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Record a Lecture 

Recording with Camtasia Relay

TO RECORD WITH CAMTASIA RELAY 

You can use Camtasia Relay to record all screen activity in your computer so that you can archive a recording, as a video, for future 

use.   

Camtasia Relay can also be used via a USB pen drive which allows you to record, and store, your session whilst away from the 

University.  You will not be connected to the University network so you upload the video from the pen drive when you return. 

**   If you would like to have the portable version, you will need to provide your own 4GB (or larger) pen drive and contact 

ITServiceDesk@cumbria.ac.uk for installation. 

Using Camtasia Relay 

To begin using Camtasia Relay, find and double-click the Camtasia Relay icon (right) on the desktop. 

If you are using the portable version (for recording away from the University) browse for, and double click, the ‘PC 

Camtasia Relay.exe’. 

If you’re using an Apple Mac you should click ‘Go’, on the top bar, and choose ‘Applications’.  In the Applications list choose the 

‘CamtasiaRelay’ folder then ‘Camtasia Relay’. 

Following login, using your usual Username and Password, you arrive at the setup screen: 

Log Out click to log out (icon changes to login) 

Audio  Lets you choose, and adjust your microphone 

Display Allows choice of recording display (if you have a two 

monitor setup) 

Camera Allows choice of camera, if more than one 

camera is available 

Hotkeys you can choose which combination of keys 

will record/pause or stop your recording 

Help Help with Camtasia Relay 

Recording Preview does the same as the Display button, but also shows a 

small preview of the display selected for recording 

Presentation Details is where you enter a name, a brief description of the recording, and choose the video format, or Profile, for 

when it is uploaded to the server.  Two useful formats are available:  

Mac MP4 which works on most computers and records at a higher resolution (quality) than WMV (also works well on a PC) 

PC WMV a PC format useful if you need to edit the video with Windows Movie Maker 

There is also the ‘upload and decide later’ option when the recording will not be encoded or published to the server.  
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Auto clicking the button changes it from the default green (recording levels are automatic) 

to grey, where you use the slider to adjust the recording level manually 

Test allows you to test your setup - you can record and playback a short clip to confirm that 

everything’s working properly.  This recording can’t be saved or uploaded 

Rec starts the recording.  Once the ‘rec’ button is clicked the main setup screen is replaced 

by the ‘Recording...’ panel.  There is a 3,2,1 countdown and the panel is minimised to 

the taskbar (or to the dock when using an Apple Mac) 

The text at the bottom of the setup screen tells you whether you have successfully connected to the server.  If there is no 

connection shown your recording won’t be uploaded to the server - please report this to ITServiceDesk@cumbria.ac.uk   

N.B.  If you are using Camtasia Relay from a USB pen drive and not connected to the University Network this area will show that it 

is not connected to a server and your recording will be stored on the pen drive until plugged into a University Networked PC.  

When you click rec 

When you click the rec button the recording panel replaces the previous screen: 

The screen shows duration of recording, hard drive space available (or USB pen 

drive space), pause/record - when recording the pause button shows  and 

when paused the resume button shows. You can also use the slider to 

adjust the audio recording level (or choose Auto). 

When you click stop 

Once the recording has stopped the Submit Window appears.  This is where you 

can play, trim, confirm or alter the presentation details, discard or submit your 

recording to the server. 

Clicking ‘Trimming’ reveals the tools to 

trim the beginning and end of your 

video. 

Drag the slider to the point you wish to start the video and click ‘Trim Left’ (the 

video will show in the area above).  The part that will be deleted turns red. 

Drag the slider to the point you wish to end the video and click ‘Trim Right’. 

Once again the part to be deleted turns red. 

To remove any trimming you have set, click the red ‘X’ button. 

Click the ‘Submit’ button, to send the video to the server if (or when) you are 

online.  Click ‘Discard’, to delete the video. 

Clicking ‘Submit’ shows a pop-up confirmation, and information for if you are offline. 

You will receive an email, with a link, when your video is uploaded.  This could take 15 minutes 

or more.        ** DO NOT disconnect, or remove your USB, until this email is received! 
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