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INTRODUCTION 
 
My interest in video production began in my Freshman year in High School. Like you I wanted to 
start recording video and figure it out as I went along. I quickly learned that if I didn’t have a 
written plan, it took longer to record and some even said my video didn’t make sense. (Hey, it 
did when we made it!) I discovered that if I wanted people to watch my videos, I needed to 
learn the video production process. 
The first thing I leaned were the three parts of a video production;  

• Pre-production,  
• Production, and  
• Post-Production.  

Each part supports the video story and like a 3-legged stool if one part wasn’t completed, the 
video failed to tell the story and viewers wouldn’t watch it.  

 
 
 
 
 
 
 

In this class we will learn about each part of the video production process and what to do to 
make your video story successful.  
 
The rules are simple: 

1. Learn.  
2. Be creative.  
3. Practice on your own. 
4. Only share creative criticism.  
5. Most of all have fun. 

Tools for this class are: 
1. a composition notebook, 
2. an electronic or printed copy of this workbook and, 
3. something to write with. 

You can use your phone to record video or use the class video camera. Before building anything 
suggested in this workbook or on YouTube, make sure you have adult supervision. When 
recording video make sure you always practice safety and never go out alone to record 
anything. Now let’s get started. 
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PRE-PRODUCTION 
 
Pre-production is the most important step in the video process. Here we begin to organize our 
thoughts and creative ideas, choose the type of video, the reason why we are creating the 
video, and what we want to say and show our audience. 
The 6 basic steps in Pre-production are: 

1. Treatment 
2. Audience 
3. Goal 
4. Objectives 
5. Script  
6. Site-Survey 

Whether it’s a notepad, notebook, scrap of paper or even a napkin, almost all video ideas start 
on paper. From these ideas we begin to organize our video story. 
Treatment: 

We begin with the treatment. How we are going to present our idea? For example:  
• Interview/news story 
• Documentary 
• Recording an event 
• Teaching something 
• A story (drama or comedy) 

Audience: 
 The next step is deciding who will watch the video. Even viral video creators had a 
specific audience in mind when they produce their video.  
Here are some ideas to help you choose your audience. 

• Family 
• Friends 
• School – elementary, middle, high school 

Goal: 
The GOAL describes what we want the viewer to think, do, and, feel? The goal is stated 

as:  After watching the video, the viewer, 
• should know about … 
• know how to… 
• understand… 
• feel… 
• act… 
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Objectives: 
The objectives are how are how we will meet the goal. These are generally a list of items we will 
create and show in our video story. Here are some examples: 

• We will record at… 
• We will interview… 
• We will go to… 
• We will need to buy/rent… 

Location: 
Also think about where you will record your video. Wherever you want to record your video, 
always ask permission. Even if it’s at your home. Stores, schools, and businesses are private 
property and you need permission to record. Contact the person who will let you into the 
location explain what you are doing and how long it will take.  
Now that you have done your research, it’s time to write the script. 
Script: 
Most scripts are very detailed some are an outline. 
The elements of a script are: 

• Title 
• Author 
• Version 
• Scene order; 1, 2, 3, … 
• Visuals – What we do we want the 

audience to see? 
• Audio – What do we want the audience to 

hear? 
This is an example of a script. Video content on the 
left, audio content on the right. 

Here’s an example how to create your 
script. 
We are producing a story about our 
favorite teacher.  
The video section contains the 
description of each scene and the 
corresponding sound is in the audio 
section next to it. 
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Abbreviations for the camera shots are often used. For example, Wide Shot would be 
abbreviated as WS. CU for Close up, GRFX for title or picture. Also include any camera 
movement such as; Pan left to show stacks of paper”. 
If your actors are moving, describe how and when they should move or act. In scene 3 we have 
Mr. Johnson stand up from his desk and speak. 
We’ll talk about camera shots and camera movement in the production section of this 
workbook.  
Also include in video section any animation or graphic such as title or name call out and 
describe how it should appear. For example, in scene 1, “Fade in title. 
Mr. Johnson – Teacher and Friend hold for :05 fade out”.  
This tells the editor when to bring in the title and how long it should be visible. 
Even if you are editing the video be as descriptive as you can; this will help you remember what 
you wanted to do. 
 
The audio section contains all the sound elements in the video. In our example, we want some 
fast music. If you want a specific song and section, include the title and section such as the last 
15-seconds. In scene 4 we are asking Mr. Johnson questions. We included some of the 
responses we want. Continue this throughout the video and describe each element. 

 
After finishing the script, read the it aloud for timing, order 
of the scenes, and to catch any errors. Also make sure the 
script matches the video’s goal.  If you find something that 
does not support your goal or may cause confusion in your 
story, edit or remove it.  
If you are satisfied with the script, contact everyone 
involved in your video story and give them a copy so they 
can see what you want them to do and say.  

Script 
Abbreviations 
WS – Wide Shot 
MWS – Medium Wide Shot 
MS – Medium Shot 
MCU – Medium Close Up 
CU – Close Up 
ECU – Extreme Close Up 
GRFX – Graphic 
ANI – Animation/Motion Graphic 
SFX – Sound Effect 
MUS – Music  
NAR – Narration  
SOT – Sound on Tape/On Camera  
NAT – Natural Sound 
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All the Pre-production elements are necessary to tell a good video story. It’s like going on a trip. 
The TREATMENT is how we are going to get there. The AUDIENCE are the people we’re taking 
on the trip. The GOAL is our destination. The OBJECTIVES are the fuel to get us there and the 
SCRIPT are our directions. 
 
 
 
 
 
 
 
 
 
Knowledge Check – Pre-production 

1. What are the three steps in video production process? 
• __________________________________________________ 
• __________________________________________________ 
• __________________________________________________ 
• The “Goal states how the viewer should ______________________, 

____________________ and _______________________________. 
2. In a two-column script, the right side and the left side contains what information? 

• Left side:   __________________________________________________ 
• Right side: __________________________________________________ 

3. Put the number of the abbreviation next to the correct full description. 
Abbreviation Number Definition  

1. MS  Sound Effect 
2. GRFX  Medium Wide Shot 
3. ECU  Music 
4. SFX  Sound on Tape 
5. MUS  Animation 
6. ANI  Graphics 
7. MWS  Extreme Close Up 
8. SOT  Narration 
9. NAR  Medium Shot 
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Image courtesy Cannon 
USAhttps://support.usa.canon.com/kb/index?page=content&id=ART1348123 

EQUIPMENT - Tools of the Trade 
Whether you have thousands of dollars of equipment or a couple of pieces it’s important to 
remember it is the artist that creates, not the tools. Cameras, microphones, lights come in all 
shapes and sizes, but it is how we use them that makes us video artists.  

 
The artist creates, not the tools. 

The Camera 
Read your camera manual and learn everything about it. Exposure, White Balance, ISO, 
recording mode and more.  It is also important to know how to capture good clear sound as it is 
to capture a well composed picture. You should know how the internal camera microphone 
works and how to connect an external microphone. After all television is radio with pictures.  
 

“It’s what you learn after you know it all that counts.” ―John Wooden 
 
PRACTICE using your camera. Set up your camera on a tripod to record a scene. Set the camera 
to Automatic and record at the highest recording mode. Note on a piece of paper the camera 
setting. For example, “Automatic Mode” “Record Mode MXP”. Press record and hold the slate 
in front of the lens, remove the paper and record the scene for about 20-seconds; do not move 
the camera. Next, keep the camera in “Automatic”, change “Recording Mode” to the lowest 
setting, slate and record the scene. Repeat the process with other manual settings such as iris 
(f-stop/exposure), shutter speed (1/8 to 1/2000), gain (0dB to 18dB). Each time slating the 
scene so you can see the results for each setting. After doing this load the footage into your 
computer and review the results of each recording. Which one was the best?  Worst? The goal 
of this exercise is to know how to get the best results from your equipment and choosing the 
right setting for each scene. Repeat this exercise for various lighting situations such as indoors, 
cloudy days, with and without people in the scene. The more you do this the better you will 
know your camera.  
NOTE: This chart is from a 
Cannon G20 and shows the 
various recording modes, bit 
rate (the size and quality of 
video and audio files), and the 
frame size of the video. The 
higher the bitrate, the better 
the quality and the larger the 
file size.  
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Sample of camera preset white balance settings 

- Understanding White Balance in Digital  

Image courtesy Cannon 
USAhttps://support.usa.canon.com/kb/index?page=co
ntent&id=ART1348123 

    

 

  
Here are other camera settings you should understand before recording your first project. 
Internal Menu: 
All digital cameras have an internal menu of settings as well as buttons or dials on the camera 
body. Refer to your camera’s instruction manual to see what each setting does. Here are some 
of the settings you’ll discover in the internal menu.  
 
White Balance: 
White Balance is the internal adjustment the camera 
makes in order to reproduce the correct color 
temperature.  
Some cameras have various settings to automatically 
correct the color temperature. Some cameras will 
also allow you to set it manually using a white card. 
Refer to the instruction manual to see if your camera 
has this feature. 

Color temperature is a 
characteristic of visible light. 
It provides a method of 
describing these 
characteristics and is 
measured in Kelvin.”6 
Each type of light has a 
specific color temperature. 
Daylight is around 6500 K 
making it appear blue. 
Indoor incandescent lights 

are in the 2000 K range making that light appear red.  
  
NOTE: Daylight = Blue – Incandescent (indoor light) = Red 
 
Gain or Automatic Exposer: 
Video gain is measured in decibels (dB). For example, in low light level, the video gain could be 
9dB - 10dB. NOTE: The larger the dB setting the more “video noise” or grain appears in the 
image. The more gain the bluer the image. Start off using “Automatic Mode” then experiment 
with different exposures. 

 
Image courtesy of Understanding White Balance in Digital Photography - Attila 

Kun5 
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Focus: Automatic focus is ok if you are in a fast-paced recording session or recording a subject 
that is continuously moving such as a sporting event. Manual focus works best when the 
camera and subject are stationary. Some cameras have a focus assistant which will enlarge the 
image so you can focus and then the image returns to its normal size.  
Manual focus also allows you to focus on a specific area and gives you more flexibility plus you 
don’t have those annoying focus adjustments 
while the camera is searching for the correct thing 
to focus on.  
 
Video display: 
All video cameras most DSLRs have a video 
viewfinder. The viewfinder shows the camera 
settings such as time code, recording mode, audio 
level, battery life and more. The display also 
shows you how the scene will be recorded. If you can see it in the view finder, that’s what will 
be recorded. 
 
Audio: 

Most cameras have an audio level adjustment 
for “Automatic” or “Manual”. Automatic may 
work for some situations. When using the 
manual mode, set the level between -9db to -
12 db. Setting the level to 0dB may cause 
audio recorded too loud or “hot”. Distorted 
audio is harder to fix in post-production than 
audio recorded too low.  

 
Knowing your camera and the effect the various adjustments have on you video and audio can 
improve the quality of your video story. Practice making the adjustments and noting the results. 
Remember practice makes perfect. 
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Camera Support 
Whether using a phone, a DSLR or a video camera, you need 
some tools before recording. 
Start with a tripod. You don’t have to spend a lot of money 
some are less than $20. If you are using a phone, a selfie stick 
works very well. Even a monopod will help stabilize your 
camera. 
Most movies and video are recorded horizontally.  This is 
because all TV’s and movie screens are horizontal. 
Smartphone video recorded vertically (portrait) is good for 

quick social media posts or short videos. But in this course, we will be creating a video story so 
we will record all our video horizontally (landscape). 
 

Microphones 
Most cameras have built-in microphones which are ok for some recordings. To get the best 
results you should have some type of external microphone.  

 
Viewers forgive bad video; not bad sound. 

Shotgun Microphone: 
A shotgun microphone is “a highly directional 
microphone that must be pointed directly at 
its target sound source for proper recording.”1 

A shotgun microphone has a very narrow 
recording field or pick up. The shotgun mic is 
known as a Super-Cardioid microphone. 
  
 
 

 
Lavalier or Lapel Microphone:  
Lavalier microphones generally come in two types of recording 
patterns; Omnidirectional & Cardioid.  
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Omnidirectional microphone - picks up sound in all directions.  
Cardioid microphone - picks up sound primarily in one direction 
Super Cardioid - picks up sound primarily in one direction like a 
cardioid mic but in a tighter pattern. 
 
Wireless microphone systems can be used with either type of 
microphone and consist of two parts; the transmitter and receiver. The 
microphone plugs into the transmitter and the receiver plugs into the 
camera. generally lower at UHF frequencies. Wireless mics are 
classified at UHF and VHF. Interference is “generally lower at UHF 
frequencies” than VHF frequencies.7 If you are considering buying a 
system, VHF systems normally cost less than UHF. The advantage of a 
wireless system is the ability to move about freely without being connected to the person 
wearing the microphone.  
 

Lighting 
Lights can improve your video. If you are just starting out as a video creator, you can make a 
lighting kit from items purchased at a home improvement store or use lights you have around 
the house.3 We’ll discuss lighting and types of lights in the next section of this workbook. 
 
Other Lighting Options 
When outside you can reflect light onto the 
subject’s face. Collapsible reflectors such as 
the one picture can be purchased for very 
little cost. You can also make one using 
cardboard or poster board, spray adhesive 
and some aluminum foil. If you are going to 
make one, you should have an adult help you. 
 
BUILDING A REFLECTOR: 
Items Needed:  
1 piece of Cardboard 24”x24” or 36”x36” 
1 roll of heavy-duty aluminum foil – wide roll 
if possible 
1 can spray adhesive 
1 roll of black duct tape 

 

 
PWE-media, on location in Columbia, SC for Woolpert, LLP 

  
News crew using a reflector 
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1. Have an adult help or supervise you during each step. 
2. If necessary, cut the cardboard to sized. 
3. Outside or in a well-ventilated area spray one side of the cardboard.  
4. Pull a sheet of foil from the roll and place the shiny side down on the cardboard. 
5. Glue another sheet shiny side down until the entire board is covered. 
6. On the other side of the cardboard glue the foil shiny side up.  
7. Run a piece a tap along each edge to protect the edges of the board.  

 
Now that we have done all the paperwork and have a better understanding of the tools it’s 
time to get begin recording; but there are still some things we need to learn. 

 

The artist creates, not the tools. 
Knowledge Check – Tools of the Trade. 
 

1. At the site survey you should: (name three things) Hint there are 14. 
a. __________________________________________________________ 
b. __________________________________________________________ 
c. __________________________________________________________ 

2. Daylight = ___________– Incandescent (indoor light) = ___________ (hint color) 
3. Choose the correct level when manually setting the audio level so audio will not be 

distorted. 
a. 0db 
b. 12bd 
c. -9db to -12db 
d. 100% 
e. +9db to +12db 

4. Name two type of microphones and explain the difference 
a. _________________________________________________________________ 
b. _________________________________________________________________ 

5. BONUS: Draw the pickup patterns for the microphones you named above. 
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PRODUCTION – Part 1 
 
Now it’s time to have some fun – recording our story. Before we record the first scene, we need 
to do some preliminary work. 
Site Survey: 
After getting permission to record at the location, do Site Survey. 
Look around and decide: 

1. Choose the recording location(s)?  
2. Decide whether they sit, stand, walk then sit.  
3. What does the background look like behind the subject? Is it too bright or busy? 
4. Are there windows? Does the sun come through them? Is this going to be a problem? 
5. If recording outside, where will the sun be?  
6. If it rains what is our alternative? 
7. Are there electrical plugs or will you need batteries? 
8. Look at the type and amount of light.  
9. Florescent – is one buzzing. flickering, will it create harsh shadows? 
10. LED/CFL – is there enough light?  
11. What is the background noise? Traffic, fire station, planes, other noises. 
12. Will someone be mowing, repairing or building something, will there be a meeting while 

you are recording… 
13. Is there background music? Can it be turned off? 
14. Is there an echo? 

If the site cannot be surveyed before recording, look for the same things when you get there 
and be prepared to solve any challenges.  
 
Production Checklist 
Now we know where we will be recording, we need to create an equipment checklist to make 
sure we have everything, so the recording session goes as planned. 
Camera: Are the batteries fully charged? If you have a camera power supply, is it in your 
camera bag?  Do you have the instruction manual? Charge your batteries the day before you 
record. 
Lens:  Is the lens clean? Clean the lens the day before with a lens cloth. Never use a tissue, 
paper towel, eyeglass cleaning supplies, or your clothing to clean the lens. These items can 
scratch the lens and remove the special coating from the lens surface. If your camera has a 
removable lens, remember to clean the rear lens element. Never touch the sensor behind the 
lens nor blow into it to clean. Saliva (spit) and any eyeglass cleaners will damage your lens.  



The Video Production Guide  

14 | P a g e  
, 

PWErhardt-media – Charlotte, NC 

“Removing dust usually doesn’t require any contact at all. Often all it takes is a gentle puff 
of air to dislodge the specks. A bulb-type ear syringe works great—just be careful not to 
touch the lens with the tip—it can leave marks. You can buy an inexpensive accessory that 
combines a bulb with a soft camel-hair brush (appropriately called a “blower brush”). 
Gently wipe the brush over the lens surface to remove the more stubborn particles. Store 
the blower brush in a zip-type sandwich bag to keep it clean. Avoid brushes that are 
intended for other purposes, for instance makeup brushes. Those can shed bristles which 
can get caught in the mechanism.” “How to Clean a Camera Lens and What to Use, Shutterbug.com4 

Only us products designed for lens cleaning.  Jon Sienkiewicz of Shutterbug.com offers this 
suggestion. 

Recording Media: Is the SD card large enough for your project? Refer to your camera makers 
bit rate and file size chart to make sure the card is large enough. Do you have extra cards? 
Tripod or another camera support:  
Is your tripod in good repair? Check it before recording. 
Microphone(s): If the microphone uses a battery, do you have spare batteries? Do you have the 
correct cable to connect the microphone to your camera? You should also have extra cables in 
case one of them is broken.  
Headphones: Do you have headphones or ear buds?  
Lights: Is your lighting kit complete? Do you have enough extension cords and power strips? 
Spare light bulbs? Lighting stands? 
Script: 
Do you have enough copies of the script for everyone involved has their own copy?  
Slate: 
Do you have something to slate the scene & take? A small erasable white board or even Post-it 
notes will be enough to identify your scene. 
Supplies: Do you have the items called for in the script, AKA props?  Do you need make-up, 
costumes, special clothing? It is also a good idea to bring some black duct tape, clear tape, and 
masking tape. 
Each project may require different things so update your checklist each time you record. The 
key take aways are, do you have the right tools, do they work, and do you know how to use 
them? 
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PRODUCTION – Part 2 

In this section we will learn the how to light our set, capture sound, compose the scene and 
basic camera moves. 
 
Set Up: 
After surveying the location and deciding where you will record, set up the camera first and 
frame the subject as it will appear in the scene. Setting up the camera first will help you light 
and compose the subject in the scene. 
 

Lighting:2 
Most scenes can be lit with a 
simple 3-point lighting 
technique. This diagram 
shows where each lighting 
instrument should be placed 
relative to the camera. 
 
Key Light:  
When lighting have the 
subject of someone stand in 
the place you are lighting.  
The first light to position is 
Key Light. This is generally the brightest light and casts the primary shadow.  The light should be 
above the subject’s head so the shadow falls behind the subject and not on the background. If 
recording in front of a wall have the subject stand at least six feet from the wall so the shadow 
will fall behind them subject.  
 
Back Light: 

The back light also called a hair or rim light separates 
the subject from the background. Turn off the key light 
and set up the back light. The back light should fall on 
the subject’s shoulders or hair. Try to avoid having any 
light fall on the subject’s face.  
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Fill Light: 
With the Key and Back Lights on add in the fill light. The fill light fills in some of the shadows. 
You are not trying to eliminate all the shadows after all shadows show depth and detail.  
 
Gels and Diffusion Material: 
Lighting effects are achieved with colored gels or diffusion material. Professional materials are 
available from camera stores and on-line video production suppliers (search for lighting gels 
and diffusion materials). NOTE: Only use material approved for the type of lights you are using. 
NEVER, place the filter, gel or diffusion material directly on the bulb. Doing so will cause a fire. 
If you are not sure about the material, do not to use it. To learn more about lighting gels and 
filters, research how to use color gels for lighting.  
 
Green Screen Lighting 
Lighting for a green screen will require at least two more lights known as “Set Lights”. 
Lighting a green screen requires the green background to be evenly lit. If using a cloth green 
screen, make it as smooth a surface as possible. Position the subject should stand about 6-feet 
from the backdrop, so the green color does not reflect on the subject.  
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Sound 
Microphone placement is as important as lighting. Earlier we discussed two primary 
microphones, the shotgun and lavalier microphone. 
 
Shotgun Mic Placement: 

Shotgun Mic on the Camera. No more than six feet from the subject. If in a noisy area 3-feet. 
Shotgun Mic on a stand or with a boom operator. Above the subject’s head just out of camera 
shot pointed toward the mouth.  
 
Lavalier Microphone: 

Clip the microphone to the subject’s clothing like in the picture. Have 
the subject run the wire through their clothing so it won’t appear in 
your video.  
 
 
 
 
 

Whether using a shotgun or lavalier microphone practice 
connecting the microphone to the camera and setting the levels 
on your camera.  
 
Recording on the Fly 
Recording on the fly is recording an event as it happens such as a 
news story. Here’s how to plan for those situations. 
Make sure your batteries are charged and you have enough 
batteries for the event. 

 
Not more than 6-feet from subject   Overhead pointed toward subject’s mouth.  
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Connect the microphone and if you have one attach the camera light. Make a test recording 
and set the audio level as explained earlier.  
When you arrive at the location survey the site and look for the following: 

• The primary light source. 
• Area sound. 
• Camera placement. 

 
Now let’s practice what we’ve learned. On the next page we have a subject standing in front of 
the window. The goal of the video is to teach the viewer about computer coding. You wanted to 
record the subject in their home office which has a lot of natural light and open space. The 
subject will be showing examples of coding on their computer screen and talking about coding. 
You have three lights and lighting stands, shotgun mic and camera. You and another person is 
available to help you set up. 
Make an “X” on the picture for each question and explain why. Hint: You are the producer and 
director use your power.  
 
Is this the best placement of the talent? Why/Why not? 

 
 
Where would you place the light or lights? Why? 

 
 
Where would you place the microphone? 

 
 
What else can you do to improve the scene? 
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Additional Space: 
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Ready – Set – Action! … Well Almost 
Now that we are all set up it’s time to record. But first, one final check. 

• White balanced 
• Exposure  
• Check focus  
• Lights on 
• Microphones check and levels set 
• Headphones/earbuds 
• Script 

 
Test the mics and check the lights. Have the subject read some of the lines in the level and 
tone they expect to use during the take. 
 

Roll Tape 
Composition 
Scenes consist of four primary shots. 

 
 
 

• Wide Shot (WS) 
• Medium Shot (MS) 
• Close-up (CU) 
• Big Close-up (ECU) 

 
Wide Shot 
The wide shot is also called 
an establishing shot which 
introduces the viewer to the 
location, subject and all the 
characters in the scene. 
People in this shot would be 
framed from head to toe. If 
recording an object such as 
the model it would include 
the entire model. 
 
 



The Video Production Guide  

21 | P a g e  
, 

PWErhardt-media – Charlotte, NC 

 

Medium Shot 
This shot is generally from head to knee or head to waist.  
Close-up 
The close-up provides more detail. In the case of a person the shot would be from head to 
about the middle button of a person’s shirt. If you are recording a model you might want to 
show the model’s detail. 
Big Close-up 
In the Big Close-up the face would fill most of the frame or the detail of one piece of our model. 
Rule of Thirds: 
Composing every shot with the subject in the center tends to be boring. To keep a viewer 
engaged, subjects are placed so the viewers eyes are led through our story.  

“The Rule of Thirds” is a formula to help us 
create interesting scenes. In our example the 
woman is placed on the left third line looking 
to her left, so the viewer is engaged as to 
what she is looking at or who she is talking 
to. Look at the background closely. Is there 
something distracting or interfering with the 
subject such as a plant or tree branch coming 
out of their head? Are people in the 

background doing something that could distract the viewer. 
 
Each area of the screen can also have special meaning. For example, if the camera is placed 
above the subject’s head and placed low in the frame, this will diminish the subject making 
them appear defeated. Conversely if we are looking up to the subject and they are place high in 
the frame looking down, this makes them appear dominating and superior.  
Some cameras have built in grid generators which will produce lines on the viewfinder only to 
help you align your subject in the frame. 
 
As with most rules begin by learning it then experiment with your own style. You never know 
you may make end up making your own rule and style. Experiment. 
 
Light and Darkness 
Using light and darkness also engages the viewer and helps us 
create the mood. When we use a strong side light as in the example 
to the right, the viewer’s eye to the subject’s face. Darkness creates 
mystery, anxiety, and fear. 

 
Darkness, mystery, anxiety, 
and fear. 
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Example of a pick-up scene 
showing the reporter and 
subject talking. 

 
Interview over the shoulder 

   
 

If we compose a light in our scene, it can create hope and 
resolution that something good is in the future. Notice the light is in 
the bottom third of the scene forcing the viewer’s eye to look down 
the tunnel as if they are traveling down the tunnel. 
The Interview 
One of the most common video setups is the interview. In this 

situation subject is placed on the left or 
right side of the frame. In our example 

the subject is on the left allowing the viewer to see he is talking 
to someone and it also provides and area for the editor to add 
a graphic identifying the subject and topic.  
To make the interview interesting, “pick-up” 
scenes should be added. For an example the 
reporter nodding as the subject speaks or the 
reporter asking the question. The second 
pick-up scene could be a two shot of the reporter 
and subject or scenes showing the subject doing something 
relevant to the story. These scenes are called “pick-ups” 
because they are generally recorded after the interview. One 
of the techniques I use is recording the subject in a medium close-up (a little wider than a close-
up shot) and use the editing software to zoom in to a close-up if I need to cut out part of the 
conversation. I talk more about this in the Post-Production section. 

Another shot would be an over the shoulder shot of the reporter 
looking at the subject. Notice the shot is framed opposite 
microphone leading the viewer’s attention from the subject to the 
reporter but not so much as to focus on the reporter. The 
objective of this scene is to show there is a reporter is case we 
want to use a “pick-up” shot of the reporter.  
These techniques will make your interview more interesting   

 
Graphics 
Composing a scene for graphics 
requires framing the scene to 
accommodate the graphic. In 
this example, the graphic is 
leading the eye to the flowers. 
The sky is a simple background which does not distract from our graphic. In the second 
example, the graphic is fighting with the flowers making it difficult to read 

 
Light, hope, resolution, 
something good. 
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“Optical zoom is a little different as it pertains to phones. Because mobile camera stacks lack the space or 
mechanisms to move, optical zoom in a phone usually just means a different lens with another fixed focal 
length (often the telephoto that some models use to deliver Portrait Mode effects). That telephoto lens 
offers a narrower field-of-view compared with the standard lens, which is relatively wide. The iPhone XS, 
the XS Max, the Galaxy S9+ and the Note 9 are all examples of phones that employ this form of optical 
zoom.”5 

 

 

Camera Moves 
Camera movement can make your video interesting by leading the eye, causing anxiety, 
creating peace, or chaos. Here are some basic camera moves. Learn the terminology and 
practice them. 

Zoom In/Out – All video cameras have a zoom control on the top 
or side of the camera. Pushing the control one direction moves 
the lens so the image moves closer – Zoom In. Pushing it the 
opposite direction the image moves away – Zoom out. 
NOTE: Most smartphones and tablets are Digital Zoom which 
increase the image’s pixel size. Video and DSLR cameras employ 
Optical Zoom where the lens is physically moved to change the focal length.  
Adam Ismail explains how Optical Zoom is achieved in smart phones.  
 

 

TIP: If recording with a smartphone or tablet, move closer to the subject but only if you can do 
it safely. Zooming with a video camera takes a lot of practice so you might want “Dolly In” until 
you learn how to zoom. 

Dolly In/Out – A Dolly is a device that has wheels so the entire camera can move. A camera 
dolly may be wheels on the bottom of a tripod, or you are holding the camera walking towards 
the subject or away. Moving the camera towards the subject is a “Dolly In”. Moving the camera 
away from the subject is a “Dolly Out.” 

The following terms reference the direction of the back of the camera. 
 
Pan Right/ Pan Left – Turning the back of the  
camera to left or right is called a pan. A “Pan 
Right”, the back of the camera moves right the 
image moves left. “Pan Left” the back of the 
camera moves left the image moves right.  
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Slate Example 

 

 
Tilting Up/Down – Tilting the lens up the image 
moves down – “Tilt Up”. Tilting the lens down the 
image moves up - “Tilt Down”. 
  
 
 
 

Handheld shot – Many cameras have built in stability controls, or you can us a tool called a 
“Gimbal”.  
 
As you record each scene, mark it off your script. This will make sure 
you will not forget to record a scene. Using a slate like an erasable 
whiteboard or even a sticky note will help you find the scene in your 
edit. If you do not have time or forgot your slate say the scene 
number and take. For example,  

“Scene 1 take 1.” 
If you are recording a video play where specific lines are read, the 
best practice is to have at least two good takes. A good take is defined as everything went as 
planned. For example, the lines were spoken as written, the camera had the correct exposure 
and focus, the audio level was set properly, and it is a scene you may use in the final project. 
If you have time, you might want to check the scene to make sure you like it and make note of 
it on the script.  
After your recording review the script and make sure you have all the scenes you need. 
 
B-Roll 
B-Roll is defined as supplemental video that can be used to add more detail to your scene. For 
example, the actor is holding a coffee cup talking about what they did that day. We record a 
close-up of the actor’s hands holding the cup. When we edit the scene, we may add the close-
up of the cup to either add more drama or perhaps we need to shorten the scene and cover our 
edit.  
B-roll can also be scenes of the area, people doing something the actor is talking about, scenes 
of the area. 
Always plan time to record B-roll. If you think you may need it or if think it might help the story, 
record it. Better to have it and not need it then needing it and not having it. 
 
So far, we have an established goal which helped create a script. From our script we selected 
the best locations and talent to tell our story. We captured some great looking footage by 
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learning how to use our camera, compose the scene, and make smooth camera moves. We also 
learned how to light our scene and record the best quality sound. Now it is time to put it all 
together.  
Knowledge Check – Production 

1. In a 3-Point lighting set up, name each light? 
a. _____________________Light 
b. _____________________Light 
c. _____________________Light 

2. The four primary shots are? 
a. Big Shot, Medium Shot, Little Shot and Far away Shot 
b. Supper Close-up, Not so Close-up, Medium Shot, Wide Shot 
c. Big Close-up, Close-up, Medium Shot, Wide Shot 

3. The formula to help us create interesting scenes is called? 
a. The Rule of Centering 
b. The Rule of Thirds 
c. The Rule of Two Thirds 

4. Composing a scene for graphics requires framing the scene to accommodate the 
graphic. True or False. 

5. Moving the camera towards the subject is a? 
a. Pan 
b. Truck 
c. Dolly 

6. Supplemental video that can be used to add more detail to your scene is called? 
a. A-Roll 
b. B-Roll 
c. Onion Roll 
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Post-Production 
 
Editing is the process of arranging all the elements of our story. Editing to a script not only is 
putting the scenes in order or as described, it is also about feeling, timing and instinct. It’s like 
an artist facing a blank canvas then using brushes and paint to create a masterpiece. To become 
a good editor, one first learns the basics of editing. 
 
Preparation 
File organization and creating a naming convention is essential and will make it easier to find 
the files we need for our project.  

1. Before transferring the footage to the computer, create a project file. In this file we will 
place all the files generated during the edit. For this demonstration, we will call the 
project file “My First Project”. You can also name it with the script title. Within this file 
create the following sub files. Number each file so the files will remain in order.  

• 00 Renders – Contains the final render of your project 
• 01 Footage – Contains all the raw video files. If you have multiple cameras or 

multiple days create a file for each. (i.e. Day 1 or Cam 1 or MrJones…) 
• 02 Audio – Contains all the audio files such as narration, music, sound effects 

and any other audio files 
• 03 Graphics – Contains all the graphic files such as logos, photo, and graphic 

scenes created in Photoshop or other graphic program. 
• 04 Script – Contains your written script. 
• 05 Stock – Contains any stock footage such as scenes from other videos or stock 

footage you purchased 
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Raw Footage 
Now that we have transferred the footage to the footage folder(s) let’s begin sorting out the 
scenes.  
The files created by your camera generally have a number followed by the file format. For 
example, PC files may look like this. 

• 0000.mov,  
• 0000.mp4, or  
• 0000.mts 

Click on each file to see what it is. Next, right click on the file to rename it. For example, Sc 1 Tk 
1 which stands for Scene 1 Take 1. Go through all the files and mark your script which file is the 
best take.   
 
Let’s look at some of the other elements we will use in creating our story. 
 
Stock Footage, Music, Photographs and Graphics 
Just because it is on the Internet (i.e. YouTube or any other website), or you downloaded a song 
or e-book, or even want to use a photographic from someone’s website does not mean you can 
use it. Generally, if you are using another’s creative work for your own personal and or non-

commercial use, you may be able to use is under the “Creative Common License” copyright 
rule. 
For our class we will only use non-copyrighted material or stock footage, images, graphics or 
any other material that is only covered under the Creative Commons License (CC). Pixabay is a 
good source for images and video and all the material is covered under a CC license. Other 
sources for free footage are U.S. Government websites like NASA or Prelinger Archives 
(https://archive.org/) which has a lot of videos from the 1940’s through 1970. 
 
Music 
Music can set the set the stage for our project. Fast upbeat happy music for example, will make 
the viewer feel happy about what they will see. Music which dark mysterious and threatening 

Creative commons (cc) is a nonprofit organization, that provides free easy-to-use copyright 
licenses and waivers to share and handle creative works and knowledge. With these legal 
tools, you can effortless change copyright terms from "all rights reserved" to "some rights 
reserved". And so, people all over the world may use and profit from your work - without 
being at risk of violating copyrights.7 
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will cause the viewer to be uneasy and perhaps afraid. Choose the right music style and pace to 
help tell your story and reach your goal. 
If editing a music video, making your edits on the beat or words of the song will enhance the 
video and make it interesting. Listen to the music and watch the video. Does the piece have the 
correct feel, flow, rhythm and emotion for your video? If not keep looking. 
 
Special Effects 
Special effects are like salt too much and all you taste is salt. Special effects can enhance your 
story but be careful too many effects may weaken your story. 
 
Jump Cut 
A jump cut is and abrupt change from one scene to another. For example, your character walks 
from screen right to left towards a chair. In the next scene the actor is sitting in the chair. The 
viewer did not see him sit down so how did he get there?  
Another way to avoid a jump cut is 
to zoom in closer to the scene. In 
the example below “Scene A is how 
the scene was recorded. I decided 
in the edit to cut out the next 
sentence. If I just cut the scene and 
leave it as is my head would shift or 
jump making the edit look sloppy. Using the software, I can zoom in a little (Scene B) and make 
it look like another shot. 
 
Types of Edits 
Cut: Scene change from A to B is immediate.  
Dissolve: Video of the scene A and scene B are mixed 
for a duration. A duration of 8 to 12 frames is generally 
used for many videos. Longer dissolves 3 to 4 seconds 
are generally used for passage of time or dreamy effect. 
Wipe: The transition from scene A to B using a pattern 
such as a circle, line or box.  
Split Edit: The video or audio of scene A appears over 
the first part of scene B then ends at a point you decide. 
Often this can be used to introduce the next scene.  
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Audio Editing: 
Like video editing you should edit the audio.  For example, if you recorded an on-camera scene 
you may need to make the audio louder or remove an unwanted sound. Also, if you have a 
voice over narration you may have to edit it to remove gaps between bad takes or remove the 
gap between sentences. You can also add effects like echo or making sound like the viewer is 
hearing it through a phone. 
 
Editing takes time. Generally, two times longer than it did to record the original footage. Always 
Give yourself enough time to edit. Sometimes, during the edit we may deviate from the script 
because we have a better idea. Try it if it works and is still in-line with our video’s goal use it. 
 
Rendering: 
Once the video is completed and everybody is happy with the outcome it’s time to render. 
Rendering is the process where the computer takes all the files and effects in the timeline and 
creates on file. If you are uploading the file to YouTube, Facebook, Instagram, or another social 
media platform you should render it as an mp4 since most of these platforms require this file 
format. Some of these platforms have file size requirements and you should check them out 
prior to rendering the final project. 
 
Video production is a creative process that is enormously fun and rewarding. Practice and focus 
on trying to learn something each time you create a project.  
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Knowledge Check Answers 
Knowledge Check – Pre-production 

4. What are the three steps in video production process? 
• Pre-production 
• Production 
• Post-production 
• The “Goal states how the viewer should think, do, and feel. 

5. In a two-column script, the right side and the left side contains what information? 
• Left side: The video content or what we see. 
• Right side: The audio content or what we hear. 

6. Put the number of the abbreviation next to the correct full description. 
Abbreviation Number Definition  

1. MS 4 Sound Effect 
2. GRFX 7 Medium Wide Shot 
3. ECU 5 Music 
4. SFX 8 Sound on Tape 
5. MUS 6 Animation 
6. ANI 2 Graphics 
7. MWS 3 Extreme Close Up 
8. SOT 9 Narration 
9. NAR 1 Medium Shot 

 
Knowledge Check – Tools of the Trade. 
 

1. At the site survey you should: (name three things) Hint there are 14. 
a. Pick any of the 23 items 

2. Daylight = Blue – Incandescent (indoor light) = Red (hint color) 
3. Choose the correct level when manually setting the audio level so audio will not be 

distorted. 
a. 0db 
b. 12bd 
c. -9db to -12db 
d. 100% 
e. +9db to +12db 

4. Name two type of microphones and explain the difference 
a. Lavalier – Can be omnidirectional or cardioid. Can be clipped on the talent 
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b. Shotgun – “A highly directional microphone that must be pointed directly at its 
target sound source for proper recording.”1 Is a hyper cardioid microphone.  

5. BONUS: Draw the pick-up patterns for the microphones you named above. 
 

Knowledge Check – Production 
1. In a 3-Point lighting set up, name each light? 

a. _____________________Light 
b. _____________________Light 
c. _____________________Light 

2. The four primary shots are? 
a. Big Shot, Medium Shot, Little Shot and Far away Shot 
b. Supper Close-up, Not so Close-up, Medium Shot, Wide Shot 
c. Big Close-up, Close-up, Medium Shot, Wide Shot 

3. The formula to help us create interesting scenes is called? 
a. The Rule of Centering 
b. The Rule of Thirds 
c. The Rule of Two Thirds 

4. Composing a scene for graphics requires framing the scene to accommodate the 
graphic. True or False. 

5. Moving the camera towards the subject is a? 
a. Pan 
b. Truck 
c. Dolly 

6. Supplemental video that can be used to add more detail to your scene is called? 
a. A-Roll 
b. B-Roll 
c. Onion Roll 
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 Philipp W. Erhardt – Editor | Producer | Director 

Phil’s passion for video began in high school. He took that passion to Western Kentucky 

University in Bowling Green, KY and earned his BA in broadcasting.  

From 1978-1985 he worked at two TV stations as an engineer, master control engineer, 

cameraman, director, editor and even on-camera talent. He moved to Charlotte in 1985 and 

worked at PCA Teleproductions a division of PCA international. PCA Teleproductions later 

became CIN Services and he worked there until 2003. During his tenure he produced over 1,500 

projects including national, regional and local commercials, corporate training, sales and 

marketing and a documentary. Some of his clients were Harris Teeter, Food Lion, Fieldcrest 

Cannon, Norfolk Southern railroad, J. Walter Thompson agency, BBD&O agency, and American 

Express. 

From 2003-2013 he took a sabbatical from video to earn his MBA and to work in retail.   

In 2014 he opened PWE-Media to help entrepreneurs, small businesses and ministries use 

video to grow their business and create video stories that inspires change. 
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Resources  -  
Additional images Pixabay.com 

1. Kids Vid 4 Teachers, 4Teachers.org, 2000 - 2009 ALTEC at the University of Kansas  http://kidsvid.4teachers.org/ 
2. http://www.learningaboutelectronics.com/Articles/What-is-a-shotgun-microphone, 
3. A. D. Pincus, The Filmmaker’s Handbook – Fourth Edition 2012, S., Penguin Books Ltd 
4. Cannon XA 20 Instructions, https://support.usa.canon.com/kb/index?page=content&id=ART134812 
5. J. Sienkiewicz,  Jun 15, 2017, https://www.shutterbug.com/content/how-clean-lens-and-what-use 
6. A. Kun, Understanding White Balance in Digital Photography, https://www.exposureguide.com/white-balance/ 
7. Creative Commons Definition Pixabay, https://pixabay.com/blog/posts/pixabay-featured-on-creative-commons-

search-14/ 
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https://support.usa.canon.com/kb/index?page=content&id=ART134812
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https://www.exposureguide.com/white-balance/

