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Edit a playlist in Canvas
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@\e This article is designated for faculty members.

About

This article describes how to edit playlists. After you have created a playlist, you can
modify the playlist's details, content, and order from the edit playlist page.

Access the edit playlist page
1. Access the Media Gallery.

Media Gallery

An introduction to the principles-and practices of digital media, including design,

animation;, and user experience. Emphasis is placed on both €onceptual understanding and
practical application.

MU Enter Room ! [ Visit Site

A 3 items pending approval. View list

Media Sessions Playlists Learn More ~+ Addtomediagallery : Actions

Q Search in Playlists

My new playlist SecAll

Creating Digital lllustrations: Tools and Building Your Digital Portfolio Rick Astley - Never Gonna Give You Up
Techniques (Official Video) (4K Remaster)

2. At the top right of the Media Gallery, click the Actions menu and select Configure.
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Media Gallery

An introduction to theprinciples-and-practices of digital media, including design,

animation, and user experience. Emphasis is placed on both conceptual understanding and
practical application.

B¢ Enter Room E Visit Site

A 3 items pending approval. View list

Media Sessions Playlists Learn More + Addtomediagallery } Actions

I Manage content,
Q Search in Playlists

~+  Services orderjhg rules

My new playlist

|||| Analytics

Create meglia gallery playlist

Creating Digital lllustrations: Tools and Building Your Digital Portfolio Rick Astley - Never Gonna Give You Up
Techniques (Official Video) (4K Remaster)

The edit page opens on the Details tab by default.

i -
< MediaGallery Detalls
E Manage content Edit basic details for your channel.
@  Content moderation Description

. — -
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Anintroduction to the principles and practices of digital media, including design, animation, and user
experience. Emphasis is placed on both conceptual understanding and practical application.

i
!

Media gallery play...

Details

Branding Tags

o % O

Settings & layout digital media X visual communication X  interactivedesign X

3. In the left navigation panel, click Media gallery playlists.
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< MediaGallery Media gallery playlists
E Manage content Update and arrange your playlists to shape your media gallery content.
©  Content modgfation Q Search 16 Playlists 4 Create media gallery playlist
= Media gallery play...
Name Items
@ Details
= 1 p My new playlist 4 o -
* Branding
Settings & layout
o & v = 2 Introduction to Digital Arts and Sciences 8 o -
= 3 My Playlist 531802 5 o -
= 4 My Playlist 312809 5 o -

= 5 Training playlist 3 o -
= 6 I._ My Playlist 5 o -

Locate the desired playlist, click the three-dot menu and select Edit.

Media gallery playlists

Update and arrange your playlists to shape your media gallery content.
Q, Search 16 Playlists =+ Create media gallery playlist

Name ltems

= 1 My new playlist 4 o wee
w Play Media
- 2 }g{ﬁ Introduction to Digital Arts and Sciences
- Edit
Delete
= 3 My Playlist 531802 - w -
= 4 My Playlist 312809 5 o -

The edit playlist page displays.
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{ My new playlist Content Info

4 ltems =+ Addto playlist

" Creating Digital lllustrations: Tools and Techniques @
= 1
Image e Created by Customer Training

“=Hl  puilding Your Digital Portfolio

= 2 [Em (¢S]
E" %-! Image ® Created by Customer Training
Rick Astley - Never Gonna Give You Up (Official Video) (4K Remaster) @
= 3
YouTube e Created by Customer Training
Introduction to Video Production
= 4 [©]

00:26 Video e Created by Customer Training

On the edit page, you'll see a top bar with a back arrow and Save button, as well as
two tabs: Content (open by default) and Info.

Content tab

Use the Content tab to review, reorder, and remove items.

< My new playlist Pla,tht Content  Info
title
Total number L tems Click to + Add to playlist
of items cild s o playlis

Creating Digital lllustrations: Tools and Techniques

o= o
Image e Created by Customer Training
Building Your Digital Portfolio
= 2 [©)
Image ® Created by Customer Training
Items in |
playlist . . o
Rick Astley - Never Gonna Give You Up (Official Video) (4K Remaster) @
= 3
YouTube e Created by Customer Training
Introduction to Video Production

Video e Created by Customer Training

Grab & drag handles
to change order

Click to remove
an item

What you see:

Type, title, creator/owner, and duration for each entry

Live indicator for live entries

Scheduled badge for items with a publishing schedule

Duplicates are allowed (the same item can appear more than once)

Reorder
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e Mouse: Grab and drag the handles (two lines) on the left to move the item.
e Keyboard: Tab to the handle —» Space/Enter to pick up =» 1/l to move -

Space/Enter to drop (Esc cancels).

¢ Media Gallery < Mty e pilarplint Content  Info LA
B Manage content & Ibiams + Add to playlist
ﬂ Content moderation

" B Duilding Your Digital PorHolic 8

= T
= Media gallery play._.. a' "'1 mage * Created by Customes Trairdng
@ Oetails Sy Introduction to Wideo Production 1)
& 5 Video & Craated by Cuntomer Training
Branding

o

Settings & | £ = o Creating Digital Nllustrations: Tools and Techniguss 'E}
imags & Created by Customss Training

e Bick Asthey - Hever Gonna Give You Up (08hclal Video) (45 Remaster| E}
7 YenTube & Craated by Customar Tralning

Remove

Click the remove icon to the far right of an item to take it off the playlist. This does not
delete the media from your account.

4ltems + Add to playlist

i i Creating Digital lllustrations: Tools and Techniques O
= 1
Image ® Created by Customer Training h
Remove

=l Building Your Digital Portfolio

O]

= Image ® Created by Customer Training

Add media
1. Click Add to playlist at the top right.

14 My new playlist Content  Info

4 ltems /" =+ Add to playlist
1 B Creating Digital lllustrations: Tools and Techniques @
Image & Created by Customer Training

#={l Building Your Digital Portfolio

= Image ® Created by Customer Training

The 'Select media' window opens.
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Select Media
i
My Media Gallery Media
Q Search = Filters
Name Type Created by
Rick Astley - Never Gonna Give You Up (Official YouTub Customer
Video) (4K Remaster) oufube Training
-2?“ Building Your Digital Portfolio Image Customer
_— a&] g '8 8 Training
Introduction to Video Product Vid Customer
0026 | ntroduction to Video Production ideo Training

4 : . - . . Customer
ﬂ} Creating Digital lllustrations: Tools and Techniques  Image Training

— Brinzing Desizns to Life with Animation Video Eus.tl?mer g
0 items selected Cancel @

2. Check the boxes next to the items you want to add in the tabs:

e My Media - Select this to display media from your My Media library.
¢ Gallery media - Select this to display media that is available in the Media Gallery.

You can use the search function to find the media.
3. Select the checkbox next to each item you want to add.

4. Click Select.
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Select Media
a
My Media  Gallery Media
Q Search = Filters
MName Type Created by
Rick Astley - Never Gonna Give You Up (Official VouTub Customer
Video) (4K Remaster) oufube Training
Building Your Digital Portfoli 1 Customer
uilding Your Digital Portfolio mage Training
. . . . Customer
o026 | Introduction to Video Production Video Training

¢ : s . . Cust
m Creating Digital lllustrations: Tools and Techniques  Image T:Jasinci):;er

— Bringing Desizns to Life with Animation Video Eus e =

4items selected Cancel

The selected items display in the playlist page.

< MediaGallery < Mynewplais ContentInfo m
B Manage content 4ltems -+ Add to playlist
° Content moderation

=@ Building Your Digital Portfolio

= 1 S (]
=  Mediagallery play... L3 Image e Created by Customer Training
©  Details Intraduction to Video Production
= 2 ©
Video ® Created by Customer Training
* Branding
Creating Digital lllustrations: Tools and Techniques
Q Settings & layout = 3 e DiE q @
Image ® Created by Customer Training
Rick Astley - Never Gonna Give You Up (Official Video) (4K Remaster) e
= 4

YouTube # Created by Customer Training

Info tab

Use the Info tab to update playlist-level details and actions.
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4 My new playlist Content | Info m

Name *

My new playlist

Description

. — e
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This is my new playlist

Delete playlist

Delete playlist
1. Click Delete playlist.

Content Info

Name *

Tech Trends Driving Business innovation

Description
B j U = =

Explare how emerging technologies like Al, cloud computing, and automnation are transforming the way
businesses operate, scale, and compete in today's digital economy.

Delete playlist ="

A confirmation message displays.

2. Click Delete to continue.

This removes the playlist only; media entries aren’t deleted.
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