
Camtasia Relay Tutorial 

Camtasia Relay is a screen capture software similar to Camtasia Studio that simplifies the process of 
creating recordings and exporting them to a server for playback.  The software has two major 
components: the recorder software that is downloaded and resides locally on your computer 

 

and the web-based, browser-based server software that processes the recording and then sends it for 
storage to a playback server. The Relay recordings cannot be edited unless imported into Camtasia 
Studio.  The program does provide the option to trim the start and the end of the recording to eliminate 
extraneous material. 

 

 

 

 

 

 

 

 



 

The Setup 

The administrators of the software have already entered  your name as  a user: 
LastNameUnderscoreFirstName 
No spaces and all lower case; and the initial password is: faculty 

Go to the following web site and login with your name and the provided password:  
https://dems.sac.edu/relay/default.aspx 

Disregard the warning that the security certificate is not trusted and click the button Proceed anyway. 

Enter your login name and password 

Your first task is to change this generic  password to something more personal and more secure.  

The Relay screen is made up of several menu items: HOME, PRESENTATIONS, PROFILES, DOWNLOAD 
RECORDERS. Select ACCOUNT SETTINGS under the HOME MENU. 

 

 

 



Click the Change Password option and then enter your information. 

 

Now that you have changed your password, next time you login you will use this new password. 

 

The next task is to input your Screencast account information in your Relay publish account, so that if 
you choose to save your recording in Screencast.com, Relay will automatically send the recording there. 

 

From the Profiles Menu select Publish Account Setup. 

 

 



 

Now enter a Title for the Screencast account, and fill in the email and password used for your Screencast 
account. 

 

 

Now you need to download the Camtasia Relay Recorder that will reside on your local computer. 
From the Download Recorders Menu click the appropriate operating system: Windows XP, Vista, 7, 8 

A WinCamtasiaRelay.exe file will download to your computer.  Open this exe file and install the 
recorder. 

The Recording Process 

Open the recorder by clicking the Camtasia Relay shortcut placed on your computer desktop. 

 

 



In the recorder presenter tab enter your user name and password. 

 

The Camtasia Relay Recorder window displays several options and controls. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select the appropriate microphone from the AUDIO MENU at the top of the window.  Click the 
checkmark Record System Audio if you intend to capture screens with any media files that play audio. 

 

 The display icon is for computers with multiple displays-monitors. If you  are using a webcam, select it 
in the CAMERA MENU. 

 

The hotkeys are useful for pausing and stopping the recording.  I suggest that you set the record-pause 
key to F1 and the stop to F2. 

 

 

 

 



Setting a Profile 

In the SAC Camtasia Relay software the current  administrators of the program have pre-defined the 
types of video formats and the destinations where the user recordings will be stored.  These definitions 
are called PROFILES.  There are two basic profiles available to all SAC Relay users: one profile is called 
SAC RICH MEDIA SERVER - FLASH WITH CAPTIONS.  It creates file formats that permit  the addition of 
captions. This format is also  with playback on computers as well as iPads.  The default destination for 
this profile is the current SAC Media Server which has been used in the last few years to store media 
files. The profile has been created in such a way that it will automatically create a folder with the user 
name and a subfolder with the title of the recording.  These folders will become part of the URL address 
for the recording which can be copied and pasted into Blackboard. 

The other profile is the UserScreencastAccount.  This profile uses the same video format with captions, 
but stores the recordings in the Screencast.com account instead of the SAC Media Server.  Obviously, 
you must have established an account with Screencast.com and entered the information in the Camtasia 
Relay User Publish Account window. 

From the Select a Profile drop-down menu choose one of these two profiles. 

 



The AUTO button should be selected to maintain a good volume throughout the recording.  Type a title 
of your recording and a description. Once you are ready to perform your screen captures  and narrate 
your actions, click the REC button.  Relay will count backward and start the recording.  Remember to use 
F1 to pause and resume and F2 to stop. Relay will now capture your entire desktop so it’s a good idea to 
clean your desktop, leaving only the things you want to capture. 

When you stop the recording (F2),  you have the option to TRIM the start and ending.  Click the 
Trimming button to reveal the Trim IN ICON and the Trim OUT ICON. 

 

 



First drag the triangular shaped timeline cursor on the slider with the tic marks (the timeline) and place 
it on the timeline where you want the recording to start. Click the Trim IN ICON.  The timeline will reflect 
the new IN point on the timeline. 

 

                                                                                                                                                 

 

Now drag the same 
timeline cursor to a 
point in the timeline 
where you want the 
recording to end and 
click the Trim OUT 
ICON. The timeline will 
reflect the new OUT 
point. 

 



Now click the Submit button. 

 

  Camtasia will send the recording to the Relay server for processing.  Depending on the length of your 
recording this can take some time.  You can close the Recorder screen and check back later on the status 
of the recording by logging into the Relay website: 

https://dems.sac.edu/relay/default.aspx . A link to this site also appears at the bottom of the recorder 
screen. 

 



After uploading your recording to the Relay server, the program will pause  the process until you have 
edited the captions.  To check on the status, login into the website and click the title of your recording 
which will appear on your initial Relay screen. 

 

 

Notice the information about your recording and the profile that you have selected.  On the right side of 
the screen the various steps in the processing of the recording are taking place.  The first step is the 
uploading to the server and transcribing the audio to text. The second step is preparing the file for 
captioning.  At the end of this step, Relay will pause and wait for you to complete the captions.  Click the 
Edit Captions button.  

 

 

 

 



 

 

The program has tried to create the captions by using speech recognition to transcribe the audio to text.  
It is not accurate, so you will have to make the necessary corrections.  Use the play controls and move 
through the recording pausing at each caption bubble.  Click on the text bubble and make the 
adjustments.  You can drag the captions bubbles in the timeline if they do not appear at the exact time. 

 

 

 

 

 

 

 

 





When you have finished correcting the captions, click the Preview and Publish button at the top left side 
of the screen. You can review and make corrections in this window, and then click the Publish button in 
the lower right corner. 

 

 

 

 

 

 

 

 

 



In the next two steps Relay processes the recording and creates an MP4 video file with a controller that 
has the CC icon to turn the captions on and off. Then it sends the entire file along with associated files to 
the destination that has been preset in the Profile chosen.  

When these steps are completed, the VIEW link appears .  Click this link and the file will appear inside a 
browser window.  In this example the file has been sent to the Rich Media Server for viewing. 

 

 

Copy the URL address in this browser window and paste it into Blackboard 
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