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Step 1 

Click Show Media Library in Group Controls.   

Step 2 

Media Library now displays in the Group Tools panel. 
Click the Media Library icon.   

Step 3 

Click Media List on the Media Library menu. 

Click Add Category to organize the audio and video 
you will add to your Media Library. A category is 
similar to a file folder. 

 

Step 4 

Enter a name for the Category. 

Choose the Roles that you want to be able to view 
media in the category. 

Click Update to save the category or Cancel. 

 

Step 5 

The category now displays in the Category List. 

Click   to edit a category at any time.   

Step 6 

Click Add Media in the Media Library menu.   

Step 7 

Choose whether to add a single video or a series of 
related videos. 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Step 8‐a 

To add a video stored in a file on your computer, click 
Upload a video from my local computer. 

Click Choose File to find the video on your computer. 

Click Continue.   

Optional: Step 8‐b 

To add a video from an Embed code provided by a 
website such as YouTube, click Add a video or other 
media from a piece of html code. 

Enter the Embed Code provided by the website. 

Click Continue. 

 

Step 9 

Enter a Title that is short but descriptive and a 
Description that explains the purpose of the video. 

Select a Video Category for the video to help keep 
your media organized. 

Enter any Tags that describe the content of the video. 
Tags are separated by a space, so they can only be 
one word. 

Make sure Video Approved is selected if you want 
others to view the video. 

Click Save & Watch to view the video, or Save & Add 
Another to upload another file. 

 

Step 10 

Review the Media Information for the video you 
added and confirm the Title, Description, Category, 
and Tags. 

Use the Url to add a link to the video to another web 
page, such as a wiki or blog. 

Use the Embed code to make the video display inside 
another web page. 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Optional: Step 11 

You can post a Comment on the video to provide 
further information about the purpose of the video. 
You may want to post a question to which students 
can reply. 

Click Post Comment. 
 

Optional: Step 12 

You can give a Rating to a video (from one to five 
stars) by clicking on the appropriate star. 

 

Step 13 

Click My Media.   

Step 14 

Enter keywords to Search for a video. 

Enter the name of a Series to see all videos in the 
series. 

Choose a Category to see all videos in the category.   

Step 15 

Click Approve Media to see videos that have been 
added to the Media Library by you or your students 
but not approved for viewing. 

 

Step 16 

Click Play to preview media added by students. 

Click the checkbox to select a video and click Approve 
to add the video to the Media Library or Reject to 
delete the video from the Media Library. 

 

 


