Video Administration

From any page within MyCareet@PCC, click on the Show Navigation Menu icon ( E ) in the upper right

corner of the screen to reveal the Navigation Menu.

Select Admin to open a submenu and click on Catalog.
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On the Catalog Management page, click Videos under the Learning Object header.

Learning Objects

Curricula ¢
Create and manage curricula

Events and Sessions ¢
Create and manage instructor led training

Libraries #
Create and manage libraries

Materials ¢

Create and manage materials, a general learning object
category that can be used to manage various types of items
maintained in an organization

Programs and Cohorts ¢

Create and manage programs and cohorts for guided social
learning

Question Bank ¢
Create and manage questions to be used in tests

Tests #
Create and manage tests

Videos ¢

Create and manage learning videos
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Once on the Video Administration page, click Create a Video Course to open the video course creation tool.
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[¢ Create a Video Course | m

[ video Title | [Provider 2| | English (US) |~ | [ include inactive @, Search

There are three sections of the video course creation tool: Add a Video, General Information and Confirm.

Add a Video

Add a Video:

O Upload a New Video o

Attach File Mo file attached

Supported file types: .mpg, .mpeq, .wmv, .fiv, .mdv, mp4. Max file size: 500 MB

) Embed a Video
Input or paste a URL from YouTube (e.q. hitp:/fervw youtube. comiwatch?v=sn2gjx2faL)

¢ (emied]

When creating a new video course, you can either (1) upload the video directly or you can (2) embed a YouTube
video.

1. To upload a video, select the radio button next to Upload a New Video. Click the Attach File
button ( ) to launch the file explorer. Select the video (supported file types: .mpg, .mpeg, .wmv,
Alv, .m4v, .mp4; Max file size: 500 MB) you wish to upload and wait for it to process. The video will appear
on the page and you can preview the content.

2. To embed a YouTube video, you will need the sharable link from YouTube. Select the radio button next to
Embed a Video and paste the link into the box. Click the Embed button ( ). The video will

appear on the page and you can preview the content.

Once your video is visible on the screen, click the Next button ( ) to advance to the General
Information section.
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General Information

General Information:

Title: | |8
Provider: | Select Provider hd
Training Hours: Dhour& Dminutes
Keywords: | |9
Description: 9

Enable Video Preview: )

Available Languages: | English (US) I~

Default Language: English (US)

Subjects: @ Add Subject

Input the details about your video course into the provided fields. Title, Provider and Subjects are required fields
but POD recommends you fill out every field possible.

To add a subject, click Add Subject to launch the Find Subject pop-up window and select the desired subject(s)
from the list.

Once you have entered all of the details about your video course, click the Next button ( ) to advance to
the Confirm section.

Confirm

On the Confirm page, review the details associated with your course. If you are happy with the configuration, click

the Finish button ( ) at the bottom of the page.

You have created your video course!

Editing Video Course Settings

To edit the availability, email and various other options for your video course, you will need to locate the content in
the course catalog.

Navigating to the Course Catalog

From the Catalog Management page, click Course Catalog.

Course Catalog
l Course Catalog # l
anage a Ining courses that have already been created

in your portal
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Locate your video course using the search tools. Open the Actions menu by clicking the down arrow ( » ) in the
Actions column and select Edit.

Maodified <

Date Actions

10/2/2020 v
Edit
Assign

View as User

Preview

From here, you can edit additional settings for your video course. For more information on the options available to

you from the course catalog page, please review the Reviewing Training for Your Department guide.
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https://www.pcc.edu/hr/wp-content/uploads/sites/49/2021/06/Course-Catalog.pdf
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