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Introduction 
Welcome to the University of London Worldwide guide to video recording. 
 
Appearing in a video is a great way to connect with your learners – having a face and a voice 
to accompany the written material can make distance learning feel a lot less remote. 
 
Capturing decent-quality video used to require a kit bag packed with dedicated 
equipment. Nowadays though, people often have the necessary devices sat on their desks 
or tucked neatly away in their pockets. 
 
The aim of this guide is to help you record video content in a professional way, getting the 
most out of the devices and software you might already have access to. It will also help to 
identify where extra kit could be required - In that case, we can often provide the necessary 
items.  
 
We’re going to cover quite a lot here, but please don’t feel daunted by the information load. 
Some of it is good general advice that applies to most of the filming situations you’re likely 
to be faced with. Other sections will look in more specific detail at particular devices and 
software. Be reassured that you’ll only need to absorb the bits that are relevant to you! 
 
Here’s what’s in this guide: 

 
1. General filming advice 

• Background Checks 
• Lighting 
• Sound 
• Framing 
• Eye contact  
• Look professional 
• Teleprompters 
• CuePrompter 
• We all make mistakes 
• Test recording 

2. Webcam specifics 
• Technical specifications 

3. Presentation and screen recording software 
• Recording using Prezi  
• Recording using Loom  

4. Smartphone specifics 
• Orientation 
• Technical considerations 
• iPhone video settings 
• Get in the frame  
• Stay Focused  
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• Airplane mode 
5. File delivery  

• File names  
• File upload to Frame.io  
• File upload alternatives 

6. Post-production 
 
General filming advice 
 
Background Checks  
Simplify and declutter your background. Be mindful to not include any sensitive personal 
information or copyrighted materials, like album covers, photographs or student details.   
Think about the image you’re sharing with the students. Filming in a bedroom, for example, 
can feel too personal and could be uncomfortable for the viewer. A neat bookcase, 
uncluttered shelves or plants can look good as backgrounds. If in doubt, a plain wall can 
work very well too!  
 
Let other people in your household know when you’re filming and, hopefully, they’ll be 
considerate. You might want to put up a ‘do not disturb’ sign – this could prevent 
unnecessary interruptions.  
 
Turn off any background noise whether it’s the radio in an adjoining room or the pop-up 
notifications on your computer and smartphone – silence is golden.   
 
Lighting 
The difference between a good image and a bad can often come down to lighting. You don’t 
always need to have professional lighting kit, but you do need to make the most out of the 
light sources that are available. 
 
Do  

• Do sit facing a window or have a lamp in front of you so the light falls on your face 
giving you an even illumination.   
• If you are using natural light be mindful of the time of day. For example, if you start 
recording around sunset it could be dark by the time you finish recording. Aim for 
consistent lighting throughout.   
• You are aiming for balanced lighting, where your face is evening lit. If you have two 
light sources e.g. two lamps or a window and a lamp, use one as the ‘Key’ light - the 
main light source - and the other as the ‘Fill’ light to fill in any shadows.   

  
 Don’t  

• Avoid back lighting, never film with a window behind you – this will make you appear 
as a silhouette. Stark lighting effects may be great for Film Noir, but let’s try to avoid 
an overly dramatic look! 

• Similarly, try to avoid having strong lighting from one side. This can create harsh, 
contrasting shadows on your face. To soften shadows, you can try to diffuse the light 
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– a semi-opaque window blind or net curtain that still lets through plenty of light 
might work. Thin, white cotton stretched and fastened over a lamp can work too. 

 
Sound 
Audiences are more likely to forgive a poor image than bad sound. Of course, we want you 
to record good quality audio and video.  
 
Using an external microphone that plugs into the device that you’re using will improve the 
audio quality. There are a couple of choices here: You can either use a condenser 
microphone which plugs directly into your phone, or a Lavalier microphone which attaches 
to your phone with a cable and clips onto yourself.  
 
In both instances, you’ll need to be fairly close to the microphone to capture your voice in 
the optimal way.  
  
Choose a location which doesn’t have too much ambient noise - e.g. traffic noise, a noisy 
fridge, or close proximity to small children!  
  
Try to avoid reverb - Soft furnishings and carpets absorb sound, whereas hard surfaces (bare 
walls, floors and high ceilings) will cause the soundwaves to bounce around, 
creating an echo.   
  
If you are unsure, clap your hands and listen for an echo. If the sound is short and 
dull, then in terms of acoustics, it’s probably a good space to film in. If, however, your ideal 
space has echo, you might consider bringing in some blankets and cushions to absorb the 
soundwaves.  

 
Framing 
Ensure that you feature largely in the frame. Avoid using the device’s optical zoom to 
achieve this, as it will make the footage pixelated. Instead, move yourself or the camera, so 
you are closer together.  
  
If the camera is positioned too high, you will look smaller and less significant. If it’s too low 
you will loom large over the viewer in the frame, which can also be an unflattering angle.   
  
Instead, try to position the camera at eye level to maintain a neutral eyeline. Putting your 
device onto a sturdy box or stack of books and adjusting your chair can help set the correct 
height.  
 
Centralise yourself so that you are in the middle of the frame. Ideally, your eyes should be 
on the upper third horizontal, with only a small amount of space above your head.   
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Eye contact  
Identify where the camera’s lens is on your device and look directly into it. ‘Eye contact’ 
with your learners is important. Looking into the lens means that the students will look back 
at you on their screens. If you start to look away, they probably will too. 
 
Look professional 
Dress to impress, from the waist up at least! Try to avoid wearing a solid white or a solid 
black top, this can make your camera struggle to expose your facial tones correctly. Detailed 
patterns like close stripes and tight checks can also cause a ‘strobing’ effect on camera, 
where striped patterns flicker, so these are best avoided too. Also, be aware that when just 
the head and shoulders are in shot, a strapless top could make you appear naked!  
  
Try to avoid jewellery such as necklaces or bracelets - These can create distracting noises, 
whether it’s rustling against the microphone or banging on the table top.   
Glasses will often reflect the light so, if you’re able to see well enough without them, 
perhaps take them off.  
   
Try not to play with your hair, scratch your chin or put your finger in your ear! We’re not 
always aware of habits like these when we’re doing it, but they’re really distracting for the 
viewer. Additionally, don’t fidget, spin or roll about on your chair. This is not only visually 
distracting, but the noises and vibrations will be picked up by your microphone.  
 
Teleprompters 
TV presenters and public speakers rely on teleprompters to improve their 
performance, mainly because they’ll take the stress out of having to remember what it is 
they need to say. They can also help make your recording time more efficient – which also 
has benefits for post-production, where editing can be more streamlined.   
Using a teleprompter can be the secret weapon for getting a professional feel in front of the 
camera.   
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Here are some tips to improve your performance:  

• Practice makes perfect: Familiarise yourself with the script, so you can anticipate 
what’s coming-up next. If there are words in there that are tricky to pronounce, practice 
them beforehand.  
• Adjust the text size and scrolling speed until you find the right settings for your 
reading style and eyesight. English won’t be the first language for many learners 
(perhaps not for you either). It’s good to bear that in mind and set a steady, clear pace. 
If it feels a little slower than what comes naturally, then it’s probably about right! 
• Add some character: Reading from a teleprompter can sound a bit deadpan and flat. 
Try to bring some energy to your performance – get this right and the audience won’t be 
able to tell that you’re reading from a script. 
• Non-verbal communication: Use your hands to gesticulate and add emphasis to key 
points. Don’t forget to smile and look straight into the camera. This builds a rapport with 
the viewer.   
• Starting: Record for at least three seconds before you start speaking, this way 
viewers won’t see you settling into position while you start speaking.   
• Finishing: Similarly, make sure that you wait at least 3 seconds after you finish 
speaking (and smile, if it feels natural!), before you hit the stop button. We should avoid 
letting the audience see you reaching for the stop button at the end.   

 
CuePrompter 
This is a handy web app for teleprompting, which works in your browser: 
 
https://cueprompter.com   
 
This page has a text box, where you can paste-in your script…   

https://cueprompter.com/
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Like this:  
  

  
There are some customisable features, which you might want to experiment with. For 
example, you can change the text and background colours and also the width of the visible 
text.   
 
To launch the teleprompter, hit the button labelled ‘Start Prompter’, near the bottom of the 
page.  
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This is what it looks like: 
  

  
At the top of the screen, in very small text, are some key commands.   

• Click on the ‘Reverse’ button – to backwards up the text.   
• Click on the ‘Forward’ button – to go forward through your script.   
• Click ‘Stop’ - to stop the scrolling  

 
There are also numerical speed controls from 1 -9 so you can find the perfect scrolling speed 
for you.   

• Spacebar – toggle stop and start scrolling  
• Arrow up key – to scroll faster  
• Arrow down key – to scroll slower  

  
If you need to make an adjustment to the script, make these changes in the text box on the 
home page, where you pasted-in the script. Then click the ‘Start Prompter’ button again. 
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We all make misteaks mistakes 
If you make a mistake, don’t sweat it! Try not to get flustered - Take a deep breath, count to 
five, take it back to the beginning of the sentence or paragraph and start again. This will 
allow plenty of space for us to fix it in the edit.   
 
Test recording 
Once you’ve got your home recording set-up working, you’ll want to give it a test run before 
launching into a proper filming session. Please share this initial test with us, we’ll then be 
able to give you some feedback and offer specific pointers to address any issues that you 
might have encountered. 
With everything up and running, it’s also good to spend a minute or two checking each 
video file you record, as you go. You can look back at what you’ve filmed and catch things at 
an early stage, rather than filming a whole chunk of lectures only to realise that something’s 
not right. ‘Doing’ and ‘reviewing’ is a really good habit to get into – this can improve the 
quality of both the footage and your performance.   
 
Tip: Have you used a microphone? If so, you need to unplug it from your phone to hear 
playback.  
  
Consider the following:  

• Are there any parts where you can hear background noise (dogs, children, car alarms 
etc)?  
• How could your performance be improved? (more eye-contact, clearer speech, 
appear more relaxed, slow down a little?)  
• Does the camera wobble?  
• Is the audio poor? Listening back with headphones will help to assess this. 
• Are you in focus throughout?  
• Is the lighting even? Is there a dramatic contrast between areas of brightness and 
darkness on your face?  

  
If you’ve answered ‘yes’ to any of the above questions, it could be worth having another go 
at that section. When you hand over the footage, please make it clear from your file name if 
you’ve made a pickup and which lecture it relates to.   
 
Webcam specifics 
One way to be to record yourself delivering a lecture is to use a webcam.   
They can work well in conjunction with software like iShowU and platforms like Panopto, 
which can capture your screen and webcam simultaneously.  
  
  

https://shinywhitebox.com/ishowu-instant
http://www.panopto.com/
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Here are some pointers to help improve your results:   
 
Technical specifications 
Ensure that the video is recording at a high-definition setting – aim for a minimum of 1920 x 
1080 pixels (1080p or full HD). 
 
Typical laptop and low-end USB webcams are likely to have a lower resolution (720p) but 
setting the video to record at 1080p should still look ok. 
 
Mid-range webcams are typically 1080p, while high-end devices might even boast 4k 
resolution and 60 frames per second. 
 
Most webcams have small sensors, which means they’ll struggle to capture a good image in 
low-light situations. Shining some extra light on yourself will really help them out. The 
Lighting section in part 1. General filming advice has some guidance for this. 
 
Using an external microphone can greatly improve the audio quality in your recordings 
(please refer to section 4 of the Audio Guide for more information on how to use these). 
  
 
Presentation and screen recording software 
 
Recording using Prezi   
Prezi isn’t just for creating dynamic presentations, it is now a video-making tool as well. It 
allows you to transform existing Prezi or PowerPoint presentations and display on-screen 
graphics.   
  

• Download the app here: https://prezi.com/download/video/ 
  

https://uolfiles.s3-eu-west-1.amazonaws.com/home_recording_guide/UoL_home_recording_audio.pdf
https://prezi.com/download/video/
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• You can either make a video presentation from scratch by clicking Create New 

Video, use an existing PowerPoint presentation by clicking Import PowerPoint, or 
use a Prezi template by clicking Import from Prezi. You will need to create an 
account to record.   

 
For further help with recording, follow these instructions:   
https://support.prezi.com/hc/en-us/articles/360036062854.   

  

https://support.prezi.com/hc/en-us/articles/360036062854
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• In the desktop app, click Record to record your presentation.   

  

  
  

• Click Save & Share to save your video and then click Upload Video to upload it to 
your online Prezi account. In your browser, navigate to your newly recorded video, 
click Copy Link and paste the link in an email to the producers.  

 
Recording using Loom   
Loom is a screen recording tool that allows you to capture what’s on your screen along with 
webcam footage of yourself narrating. A couple of key features are its intuitive interface and 
the ability to record in 1080p, Full HD – something that’s not an option with a basic Prezi 
license.  
 
(The following walkthrough is for the MacOS version of the software, but it’s also available 
for Windows and shouldn’t appear significantly differently) 
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• You can download the app here https://www.loom.com/. You will need to register 
for an account. Once that’s done, you can install and launch the app.   

 
Allow the app to display in your menu bar.  
 

 
 

• Click on the Loom app in your menu bar and choose Screen+Cam, (this allows 
webcam access) Screen Only, or Cam Only.   

https://www.loom.com/
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1. Determine how much how much of your screen you want to record but selecting 

either Full Screen, Window, or setting a Custom Size.   
• Check your inputs are correct (On a Mac, this is likely to be Camera: Facetime HD 

Camera, Audio: Internal Microphone (Built-in)) or, even better,  
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connect an external microphone and set your microphone selection in the dropdown 
menu accordingly.  

  
  

  
 

• Click on Auto (720p) in the bottom right corner and set your resolution to 1080p 
HD so you are getting a higher resolution image.   

  

  
 

 
• Click on the big, red button labelled ‘Start Recording’ to let the recording 

commence!  
  

  
• Click on the Loom app in the menu bar to stop recording. This will open a tab in your 

browser where you can share the video you just recorded.   
  

  

  
  

• Click on Copy Link and paste that into an email to the Learning Designer for your 
module, or a member of the studio team, so we can download your video from the 

link and begin post-production work.  
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Smartphone specifics 
Smartphones are ubiquitous these days and each new generation comes packed with 
greater video capture capabilities. Common features now include the ability to record 
in ultra-high definition, with a silky-smooth frame rate.  
  
Your phone probably has some awesome image stabilisation software on it which is great 
for handheld stuff. But we need the video footage of you to be rock steady – Giving your 
audience motion sickness is best avoided.  
  
One way to achieve this is to use a tripod with a mobile phone head adaptor, or a purpose-
built smartphone tripod like a Gorillapod. 
 
However, if you don’t have this you can probably engineer something from a table, some 
books and some blue tac to stop the phone from slipping.   
  
Orientation 
Always film with your smartphone or tablet camera in landscape (horizontal) mode, not 
in portrait (vertical) mode. Platforms like, Coursera, Moodle, YouTube, Vimeo etc. all display 
their videos in landscape, and nothing ruins good footage faster than having it flanked by 
thick bars of wasted space in the frame.  
  
Technical considerations 
The camera on the back of your smartphone is typically much better quality than the on the 
front camera that you would use for video calls or taking selfies. You’ll get much better 
results with the back camera but having no reference of what 
you’re filming can make this tricky. When setting up, you might need to enlist the help of an 
assistant camera operator, or when you’re framing your shot you could try using an 
object to ‘stand-in’ for yourself.   
  
The default settings on your phone are probably okay for filming. But if you are tech savvy 
and want to have a root around, we’d appreciate it if you recorded the video at the highest 
resolution available. This will probably be 1080p or even 4K UHD (Ultra High Definition). 
Unfortunately, 720p is too low a resolution for us, so please avoid using this setting).  A 
frame rate of 24fps, 25fps or 30fps is fine. 
 
If you do opt for 4K, bear in mind that file sizes can quickly become very large and 
cumbersome. Using an iPhone for example, shooting in 4K 30 fps is about 170 MB / minute, 
compared to 1080p 30 fps which is approximately 60 MB / minute.    
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iPhone video settings 
• Open the ‘Settings’ app 
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• Choose ‘Camera’ settings 
 

 
 
 

• Choose ‘Record Video’ 
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• Choose 1080p HD at 30 fps (or 4K at 30 fps - perhaps only go for the UHD option if 
it’s likely to be a fairly short video!) Usefully, approximate file sizes for a minute of 
video are provided. 

 

 
 
 
Get in the frame  
Ensure that you feature largely in the frame (please refer to the Framing tips in section 1. 
General Filming Advice) but avoid using the Optical Zoom function, as this will reduce 
image quality and will quickly make your footage pixelated. Instead move yourself or 
the camera, so you are closer together.  
 
Stay Focused  
Aperture relates to the area of a photograph that is in focus, we would like a fairly shallow 
depth of field so the background is slighting out of focus, but you are in sharp focus, so an 
aperture between F2.8 and F5.6 would be great.   
 
Smartphones will tend to autofocus by default, which is great if you are moving about. But 
as you will largely be static, we need to make sure that the focus is too.  Many smartphone 
camera apps have an AE/AF (Auto Exposure/Auto Focus) lock feature.  
 
To use this function on an iPhone, sit in position and get someone to do a long press on the 
screen where your eyes are. This will bring up the up a yellow box with which says AE/AF 
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lock. At the side of this there’s a yellow line with a sunshine symbol on it. Dragging this up 
and down will adjust the exposure (how light or how dark your image is).  
  
If you are by yourself use an object in your place and fix the exposure. It might take some 
test shots to get the focus and exposure just where you want it.   
 
 
Airplane mode 
Avoid any interruptions from your mobile when you’re recording by setting your phone to 
‘Airplane’ mode.   
  
File delivery  
You’ve finished a recording session and have ended-up with some files that you’re ready to 
share with us. This section will look at the methods you can use to do that.  
 
File names  
If you haven’t already done so, the next step will be to rename the files. It needs to be clear 
to us where they’ll fit into the module, so we’d appreciate it if you could follow a file 
naming convention that gives us some useful information at a glance.   
File naming conventions can vary between programmes, so please liaise with your Learning 
Designer here - They’ll provide you with the correct file name information to match your 
module’s production plan.  
 
File upload to Frame.io  
There are many ways to deliver your files to us, some of these are listed in section 4.3. 
While we’re happy enough to use any way that works, we do have a preference for using a 
web app called Frame.io.   
 
https://frame.io  
 
Frame.io is a web application that works in an internet browser. It is the platform that we 
use for reviewing and collaborating on media content across our online programmes.  
You’ll receive a link via email inviting you to collaborate on the Frame.io project space for 
your module. In that project space there’ll be a folder for your file uploads. In this example, 
that folder is called dsm040-SME-Uploads.  
 
(NB. The images below show the process using a Mac, but using a PC shouldn’t look 
significantly different.)  
  

https://frame.io/
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Here’s that folder, highlighted in list view.  
 

  
Here it is again, this time highlighted in thumbnail view:  
 

  
There’s a button on the right side, near the top of the window to toggle between the two 
views.  
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Double-click the SME-uploads folder and it will open:  
 

  
Let’s say that in this example, these will be the first files to upload and that folder is empty.   
From here, there are two options to upload your files: One is to click on the Upload Files 
button, which allows you to browse and select the files to upload.  
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The other way to upload files is to simply drag and drop them from their location on your 
computer, onto the folder space.  
 

  
You’ll be able to see a percentage of progress with each file, while they upload:   
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Successfully uploaded audio files will look like this in List view:  
 

  
If there’s a problem, a failed upload notification will appear under the file name. You can delete this 
failure with the cross button on the right and try again:  
 

  
Thumbnail view is the more appropriate option for videos. Each file is displayed with a larger 
thumbnail preview of its contents. If you hover the mouse pointer over this thumbnail image, a red 
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line will appear which you can scroll left and right to preview different sections of the video, without 
having to open it:  
 

  
Double-click on the file to open it in the Frame.io player. Audio playback looks like this:  
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Video playback looks like this:  
 

 
  
File upload alternatives  
Dropbox – This is a well-known, cloud-based storage system. You can sign-up for a free 
Dropbox account and up to 2GB of free storage. It uses a system of folders and sub 
folders similar to your computer. So, you can simply create a folder upload your contents to 
it and share the folder with us. There is also a dropbox app which allows you to upload and 
share it from your mobile device. www.dropbox.com  
 
SharePoint – This is the Microsoft cloud-based storage system that UoLW uses. If you are 
part of the SharePoint ecosystem, then you can upload files and share them using this 
platform.  
 
WeTransfer - This is a bit like an email service, but you don’t need to open an account. You 
simply upload your files (up to 2GB) and put in your recipient’s email address and hit send. 
The recipient then clicks on a link and can download them. You can get a free WeTransfer 
app to make the transfer of files from your mobile device even easier. The WeTransfer link 
expires within 5 days so it may be worth alerting the recipient to the fact that you’re 
sending them files.  
 
Google Drive – If you are already part of the Google eco system then this might be a good 
way of sharing files. Google allows you 15GB of free storage and it also has it’s own apps so 
you can transfer from any device.  
 
Post production  
Now it’s over to us - The Production Team will add some polish to your video content and 
get it ready for the platform.   

http://www.dropbox.com/
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They'll add branding, edit-out mistakes and make some tweaks to the recorded audio, 
improving clarity, enhancing speech and adjusting the volume.   
 
Edited versions will then be uploaded to Frame.io so that you and the Publications team can 
review them. You will be able to share your feedback with us directly so that any relevant 
actions can be taken.  
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