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Prepare files for your Kaltura Room
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@, This article is designated for moderators and hosts

About

Effortlessly prepare presentations using Kaltura's storyboard and media manager.
Upload files in advance to the storyboard and organize them so you can seamlessly
navigate through media during your session.

O

Mobile users cannot upload or manage storyboard content. Files must be added and
managed from a desktop. However, content presented from the storyboard will still
be visible to mobile users during the session.

Add files via the storyboard menu

1. In your room, click the storyboard icon at the bottom right of the toolbar to open the
storyboard.

Louise S

< 47/47 > '_P/

& Roomlocked @ Startrecording v - B2 4846 214

Louise

Plan your session
Add files and media to your storyboard to create your presentation

& Roomlocked @ St [SIF=2 - - 214

kame-ro0m v13.0.0-youtube-imy

Copyright © 2025 Kaltura Inc. All Rights Reserved. Designated trademarks and brands are the property of their respective owners. Use of this document
constitutes acceptance of the Kaltura Terms of Use and Privacy Policy.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756d86a2eda2b36f6011d2a/n/1733744743233.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756d8b998df34f38d088b92/n/1733744820712.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6613b5482b21292f774e15e0/n/1712567623068.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756bb72bd7f9b59420a5e36/n/1733737328283.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756b805dfce7e34200b630d/n/1733736447530.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6613d64e9fb2b8156e479786/n/1712576077112.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68418f3cfe29e352f00df6f4/n/select-slides.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68418faf5e0e3eb1f902357e/n/picture2-81f45a.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6613d05d925889657976ce2b/n/1712574555599.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756cd9012e5c783450f24cd/n/1733741965891.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756b05ca935f56cba01bad1/n/1733734487061.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6756bfb4b97d236d36051131/n/picture7-57000f.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6613d64e9fb2b8156e479786/n/1712576077112.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68418f3cfe29e352f00df6f4/n/select-slides.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/6613d05d925889657976ce2b/n/1712574555599.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/665c4671eca41e0dc43443ef/n/1717323359346.png

.+~ kaltura

2. Click +Add to Storyboard.

Share Interludes
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Four options display for sharing media:

e Video

¢ Presentation

e Image

e Media and Files

S E Custom scene

Video H3 Speakers panel

Presentation B3 Speakers with content

Image Interludes

Media and Files Y Reception

@ Break

The following media types are supported: image, video, audio, PPT, PDF.

Selecting one of the four options displays the Media manager.
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Add to Storyboard

The Select a media window has the following features:

e Search (1) - Use to search for a specific media.

e Name / Created At (2) - Use to sort media items according to name / creation
date.

e Import from YouTube (3) (visible only for Video) - Click to import a YouTube
video.

e Upload (4) - Click to upload a video from your computer.

e Add to Storyboard (5) - Click to add the media to the storyboard.

e Three dots (6) - Click to delete the media.

The window stays open until you close it (click the X at the top right).

Add a video

1. Select Video from the Storyboard menu.
The Select a media window displays.
2. Locate the desired video or upload one from your computer.

To Import YouTube videos -

e Paste the YouTube URL or media ID into the provided field.
A small preview of the video will display below.
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e Click Import to add the video as a new entry.

Only public YouTube videos are supported, meaning videos without entitlements
that can be viewed by anyone with the link.

A

YouTube videos added to your storyboard will NOT be included in recorded sessions
due to copyright limitations. During playback, users will see a slate indicating that
the content cannot be recorded.

3. Once you have located / uploaded the desired video, simply click Add to
Storyboard.

Your file is added to the storyboard (it will not start playing automatically), with the
newest files to the right.

If you access the media menu from your video portal or Events platform, the Select
a media window displays two extra tabs:

e My rooms - This displays the media for the rooms you have access to.
e My media - This displays all the media that you are the 'owner' of (same as My Media in Video
Portal).

Select a video

Myrooms My media

Add a presentation
1. Select Presentation from the Storyboard menu.
The Select a media window displays.
2. Locate the desired document or upload one from your computer.
3. Click Add to Storyboard.

A preview window opens.
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Select slides
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= 22slide selected (¥ Add as individuals Cancel Update

By default, all slides (pages) in the document are selected, and the slide number
displays underneath. You can scroll to see all the slides in the document. The total
number of selected slides is displayed at the bottom left.

You can choose whether to add the slides as a single grouped item or as individual
scenes in your storyboard by selecting the Add as individuals checkbox (default:
checked).

= 22slide selected ¢ Add as individuals Cancel Update

When this checkbox is selected, each slide is added separately to the storyboard
and can be rearranged, presented, or removed on its own.

When uploading from the Scene Manager, slides are always grouped and this
option is not available.

4. After you have previewed and approved the slides, click Update at the bottom
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right.
The selected slides display on the storyboard.
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Add images
1. Select Image from the Storyboard menu.
The Select a media window displays.
2. Locate the desired document or upload one from your computer.
3. Click Add to Storyboard.

Your file is added to the storyboard (it will not start presenting automatically) with
the newest files to the right.

Add media and files
1. Select Media and Files from the Storyboard menu.
The Select a media window displays with all file types available including

recordings and shared media.
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2. Locate the desired media item or upload one from your computer. (To import a
YouTube video, see Import YouTube videos above.)
3. Click Add to Storyboard.

Your file is added to the storyboard (it will not start presenting automatically) with
the newest files to the right.

Add files via the Quick Share menu

Kaltura's media manager is configured according to the Kaltura Management Console
protocols, which means each session room is represented as a category in the KMC,
and each media item is treated as a Kaltura entry. See our articles Managing
categories and The KMC entries tab for more information.

By aligning with Kaltura's entitlement protocols and treating all media as entries or
categories, the media manager prioritizes security and privacy to prevent any
potential issues.

1. Click the Share icon on the bottom toolbar.
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Three options display for sharing media:

e Video
¢ Presentation
e Image

The following media types are supported: image, video, audio, PPT, PDF.

Selecting one of the three options displays the Select a media window.
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The Select a media window has the following features:

e Search (1) - Use to search for a specific media item in the media manager.

e Name / Created At (2) - Use to sort media items according to name / creation
date.

e Import from YouTube (3) (visible only for Video) - Click to import a YouTube
video.

e Upload (4) - Click to upload a video from your computer.

e Present (5) - Click to add the media to the storyboard and start presenting it
immediately (the Select a media window will close automatically).

Add a video

1. Select Video from the menu.
The Select a media window displays.
2. Locate the desired video or upload one from your computer.

Import YouTube videos -

e Paste the YouTube URL or media ID into the provided field.
A small preview of the video will display below.
e Click Import to add the video to the media folder as a new entry.
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Only public YouTube videos are supported, meaning videos without entitlements
that can be viewed by anyone with the link.

A

YouTube videos added to your storyboard will NOT be included in recorded sessions
due to copyright limitations. During playback, users will see a slate indicating that
the content cannot be recorded.

3. Once you have located the desired video, simply click Present.

Your file is added to the storyboard and automatically starts presenting.

If you access the media menu from your video portal or Events platform, the Select
a media window displays two extra tabs:

e My rooms - This displays the media for the rooms you have access to.
e My media - This displays all the media that you are the 'owner' of (same as My Media in Video
Portal).

Select a video

Myrooms My media

Q Search

Add a presentation
1. Select Presentation from the menu.
The Select a media window displays.
2. Locate the desired file or upload one from your computer.
3. Once you have located the desired file, click Add to Storyboard.

A preview window opens.
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By default, all slides (pages) in the document are selected, and the slide number
displays underneath. You can scroll to see all the slides in the document. The total
number of selected slides is displayed at the bottom left.

You can choose whether to add the slides as a single grouped item or as individual
scenes in your storyboard by selecting the Add as individuals checkbox (default:
checked).

= 22slide selected ¢ Add as individuals Cancel Update

When this checkbox is selected, each slide is added separately to the storyboard
and can be rearranged, presented, or removed on its own.

4. After you have previewed and approved the slides, click Update at the bottom
right.
The selected slides display on the storyboard.
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Add images

1. Select Image from the menu.

The Select a media window displays.
2. Locate the desired image or upload one from your computer.
3. Click Present.

Your file is added to the storyboard and starts presenting automatically.

Add files to breakout rooms

Uploading files can be done ahead of time when preparing for breakout sessions. To
add files to a room, you must first create the breakout rooms and then launch each
room to add files to its local storyboard.

1. If you need help creating and launching a breakout room, follow the steps in our
article Create and Launch Breakout Rooms.

2. After launching a breakout room, the storyboard displays and you can add files to it
either from the Storyboard menu or the Share Content menu as shown in the steps
above.

3. Once you've finished preparing your files, exit the breakout room (click 'End
Breakout'). The files will be placed in the Shared folder, which can then be
accessed at any time from any room.
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For instructions on presenting files from the storyboard, visit our article Storyboard.
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