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[ 222 This article is designated for all users.

About

Once you've been assigned to a faculty staff member in the Configuration Management
section, you can start collaborating. This guide helps faculty assistants understand the
media upload process in the Video Portal.

This guide is for both Theming and non-Theming users.

For technical support, contact Kaltura Customer Care. For all other inquiries, reach
out to your Customer Success Manager.

Upload media & view collaborators

Theming users

1. Log into your Video Portal. If you need help, follow the instructions in our article Log
into your Video Portal.
The Video Portal homepage displays.
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2. To upload your media, click the + Create button and select Upload.
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The Upload media page displays.
3. Drag and drop your file or choose a file to upload.

Upload Media

Drag and drop files to upload

All common video, audio and image formats in all resolutions are accepted.

Select files

4. Click Media Page.

Upload Media

1 Processing
Drag and drop files to upload

AAll common video, audio and image formats in all resolutions are accepted.

Select files
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The media page displays.
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5. Once the media has finished uploading, click the three dots menu and select
Edit.
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6. Click on the Collaboration tab.

Channels I

Details Languages Publish Options | Collaboration | Thumbnails Presenters Downloads Distribution

Timeline ReplaceMedia Display Chat
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Here you can see the other members of your group that have been added as
collaborators on this entry.

Non-Theming users

1. Log into your Video Portal. If you need help, follow the instructions in our article Log
into your Video Portal.

The Video Portal homepage displays.
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2. Select Media Upload from the +Add New drop-down menu.
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The Upload Media page displays.

Upload Media

Drag & Drop a file here

+ Choose afile to upload

All common video, audio and image formats inall resolutions are accepted.
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3. Drag and drop your file or choose a file to upload.
The media upload page displays when the upload process starts.
4. At the bottom of the media upload page, click Go to media.

Department Name:
Department Division: Select avalue v

Date Established:

Publishing Schedule: @ Always O Specific Time Frame

(The time range in which this media will be visible to users in published channels/categories)
Co-tditors a,"d Co- =+ Add Collaborator
Publishers:
Select users that will be allowed to edit the content metadata and related assets (such as caption files) and/or to publish

Complete all the required fields and save the entry before you can select to publish it to categories or channels. Note that
the upload process needs to complete successfully for the "Published” option to be enabled.

Publishing Status: @  Private - Media page will be visible to the content owner only.

O  Unlisted - Media page will be visible to anyone with a link to the page.

Published - Media page will be visible to users according to entitlements based on the selected destinations in the options below.

m Go To Media Go To My Media

The edit media page displays.
5. On the edit media page, click the Actions menu and select Edit.

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.



-~ kaltura

Lecture Capture

)
‘Watch Now

Meeting Room

Channels

Mac capture.mp4

From Louise Smith July 22, 2024

®0 p0 @0

Details  Share Q

ACTIONS

Ay
# Edit /
Q@ Publish
=+ Addtoplaylist
i Audit Trail
Ll Apalytics

© AddtoWatch List

6. Click on the Collaboration tab.
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Details Languages Publish Options | Collaboration | Thumbnails Presenters Downloads Distribution
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Here you can see the other members of your group that have been added as
collaborators on this entry.

This document is maintained by Kaltura’s Professional Services team. Please send
comments or corrections to your Customer Success Manager. Ask them to forward
it to the Professional Services team. We are committed to improving our
documentation and your feedback is appreciated.
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