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Accessing your Individual Multimedia Area

Each faculty and staff member with an individual user account will have their own space to store
multimedia files. The multimedia can be easily linked to a website, blog, Dashboard, email, and any form
of digital communication.

What is multimedia? Multimedia can be defined as the use of multiple forms of media to communicate,
ie: audio, video, graphics, and so forth.

Communicate and distribute your multimedia by sending it from your computer to your multimedia area
then linking it. This process is called uploading and linking and will be explained further in this tutorial.

Login

Access your individual multimedia area by navigating to http://multimedia.mtlsd.org

: Address http: fmultimedia.mblsd.org b a Go

Note: You may be prompted to login to access multimedia.mtlsd.org if you are not
within the district’s internal network. Remember to login with your Network Account
username and password prefaced with “mtlsd\” as shown here.

Landing Page

Once you've reached your individual multimedia area, there are three main sections to point out.

multimedia.milsd.org
Walcome: KAELOW EGAN ==

A0d Filea: <Loanen | e [ upasarie ||

Media Listing - The left side of the landing page will list any

multimedia files that you have uploaded to your multimedia area. e Gt Walcome ot W Muimada isd g
E—

Configuration Page & Most Popular - The right side of the :

landing page will display the Most Popular multimedia files and =

the most recently uploaded multimedia files from all users. >

This area will change to a configuration pane when a multimedia m

file is selected from the left column. %

top)  Media Upload - The top of the landing page (the only area not
highlighted in the picture) is where multimedia files are selected
for upload.
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Uploading Multimedia

Multimedia can be sent to your individual multimedia area by uploading it from your computer. Each
piece of multimedia can be linked as a podcast, embedded video, and as a link on any digital form of
communication.

Step 1. At the top of the landing page of T A TR
multimedia.mtlsd.org, click the Browse Welcome: KAELON EGAN '
button to search your computer for the 3 e Lossion B
multimedia you would like to upload. ‘

Step 2. Select the multimedia file to upload to your multimedia area, G
and then click the Open button.

Step 3:  The Title textbox gives you the ability to
quickly add a title to the uploaded video.
This can be changed later as well.

3 File Losation: [CADocuments and Setil| Browse.. | Title: [Blog Help Video [ UploadFile ]

e e

Step 4. Click the Upload File button to send the file to your multimedia area.
Note: Large files may take longer to upload.

Step 5. Once the file is uploaded, you can begin working with it by clicking
“Click here to begin working with the file”.

The multimedia file will be listed in the left column of your landing page.

e B,

P P ¥
File Losation:

KEGAN Sub Folders & Add SubFolder
KEGAN Files Size Date Modified

(53] BlogHawT oy 16 ME 3/5/2008 102643 AM {

¥

ettt et s e M A e, '-\\_,‘,._—.—-r
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Add Title, Sub Title, and Description to Multimedia

Each multimedia file that is uploaded to your multimedia area can be modified. A title, sub title, and a
description can be added to the multimedia file.

Step 1:  Click the multimedia file you would like to work
with from your list of multimedia files.

o e Taeatin | T e R

!J KEGAN Sub Folders (L& Add SubFolder

|

- . . . J KEGAN Files Size Date Modified g
The configuration pane will appear on the right <. Easuron o owe sz 022 b
side of the landing page. RS T

SRt v i T Piay a7 (CE s 11

\F File Properties

Step 2:  Update the information in File Properties

1 Title Elog Help Video
accordingly then click the Update File button. { ow e [5u0 Tile here
{ ﬁeizfcrlptlmn can be placed
| N upane riie)

When a visitor views the multimedia file, they will see the changes
appear to the left of the multimedia, as shown here.

multimedia.mtlsd.org
How Pleying: Blog Help Video

Bloyg Help Vidso
Sub Title hare - .
Adoscdlon i pcad How to sign in
b M s s
Slze: 16 MB
Flla Type:  Videa (W)

Delete a Multimedia File

Step 1. Click the multimedia file you would like to work ; e L
with from your list of multimedia files. 7 | KEGAN Sub Foluers 0 raa o |
) KEGAN Files Size Date Modified :
The configuration pane will appear on the right 2 RN ea— S
side of the landing page.

Step 2: CIICk the Delete Flle button' You Wl” then be <h;lp’n;ul’unled::;n:(ls(l;)ruVPwldﬂyﬂ;;);FILEII;=;459£7@’”
prompted to confirm the deletion. e
Ii Title: Blog Help Video
"i Desoription

1
B e ST e ———— -
s e
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View a Multimedia File

Step 1. Click the multimedia file you would like to work
with from your list of multimedia files.

v g Couaton | e e

;| KEGAN Sub Folders 2 4cid susFolder :

. . . . \] KEGAN Files Size Date Modified :

The configuration pane will appear on the right Sereatmtonn ous e ozmas A p

side of the landing page. a0 e Rt s
{@slogRowTowny T T s

Step 2. Click the link at the top of the configuration pane. ; ]

E http:/multime dia.mtlsd.org/Play.asp? FILEID=14592 [
AN

ot
{ [File Prop sties
i .
H Title: Blog Help video
] 5 Help

i
Sl sub Tite:
b Description:

RE -

bl \._\.‘\__WAF—-‘A s pp———

i
The multimedia file will open in a new
window. The new window displays what
a visitor will see when they click on a
link to the multimedia.

Biey Halp Viden

How to sign in

Make Multimedia Public or Private

By default, all new multimedia uploaded to your multimedia space is marked as Public. This means that
anyone will be able to view it, provided they have a link to it, and search for it. It will also show up as a
recently uploaded multimedia file to any users who login to their multimedia space.

Step 1. Click the multimedia file you would like to work
with from your list of multimedia files.

v g Couaton | e e

;| KEGAN Sub Folders 2 4cid susFolder :
. . . . \] KEGAN Files Size Date Modified s
The configuration pane will appear on the right Sereatmtonn ous e ozmas A p
side of the landing page. a0 e Rt s
. . . . . ;’ File Properties
Step 2:  Click either Public or Private in the :

{  Title Blog Help Video
:
{| subTitle:

i O Public (Searchable) & Private

Desoription]

File Properties area of the configuration pane.

Step 3:  Click the Update File button to save the
changes.

N Sk A

g
& — -
2 [ update File | [x Delete File |
Y

Nt s e e
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Link Multimedia (Podcast or Video) in Webpage

Linking to a podcast can be accomplished by first uploading the podcast to your multimedia area. For
instructions on uploading, please refer to the Uploading Multimedia section of this tutorial.

Linking multimedia (such as a podcast or video) to a webpage will allow visitors to click the link
displayed and open the multimedia.

Example: Click here to view Blog Help Video

Step 1. Click the multimedia file you would like to work e
. - . . . BT tfe Cocation? | e e
with from your list of multimedia files. Y
!’\ KEGAN Sub Folders [ Add SubFolder | g
) ) ) ) j KEGAN Files Size Date Modified z
The configuration pane will appear on the right <. [Gemsmrosm | ove sz toases a pt
side of the landing page. SRIPVESEY. NS SO
Option 1: Option 2:
To link to a video, click the Link Code tab To link to a podcast, click the PodCast Code
under Code Snippets. under Code Snippets.
Code Snippets Code Snippets
Link Code Embed Code PodCast Cade Link Code Embed Code PadCast Code
;:ef="h\:tp://‘mul\:lmedia.mtlsd.org/Pla ;iaf:"http:/‘/multimadla.mtlsri.org/‘Fla -
v.asp?FILEID=14592" V.a3p?FILEID=14592" t.srgEt.Zi.\IEhD(lmg
varget= NEW-Click here to view Blog sro="http://multimedia.mblsgd. org/Pod.
Help Vileo</ax gif" horder=0 align=absmiddle> Blogy
4 Help Video Podocast Link</‘£ v
= Copy this code to the clipboard [ Copy this code to the cliphoald
Code Resu.. Preview: Code Result Preview:
Click here to view Blog Help Yideo ’i Blog Help Yideo Podeast Link
Step 2: Click the Copy this code to the clipboard link I;‘“”Heli: Vided POdcadt Limke/a>
underneath the textbox. This will copy the necessary % X Caopy this code ta the cliphoard
. x 3 o
HTML code and allow you to paste it in to your L.Lode ResulsPraviews., S -
webpage.
L e T e )
Step 3:

Login to your webpage and click the Edit button. ?| |Edit Page | [Publish page||versiuns¥
D

I a ' I
-CONTENT Gpaseam sfgssn e
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Step 4. Place a long string of a single character in  jaamms a0 o |
the area of your webpage where you SRR RAL LA LLEL AL LLA L LA R
would like to place the link. An example of This Is my website!

Pleass click a pedeast link balow.

this is shown here.

Ny o e SV —_

Step 5:  Click the HTML button to view and edit o T R L
the page’s HTML content. B - Y b ¢$ iy, ‘PHEL.:

1825 A

‘“‘-ﬁ-m-"\“,ﬁ

Microsoft Internet Explorer, E‘

Step 6: Click the OK button on 7) shtoNm cang e

s

the popup that appears. \

This is an advanced feature,

Click 'OK" only i you are

confortable editing HTML |

Step 7:  Find the long string of characters that you En‘?giii%’B‘g}g‘é‘ﬁﬁﬁﬁﬁ“ﬁi‘éi%@‘éééﬁi?ﬁﬁ?iZliizi323?22;12;;‘2 ‘éi’ii;}
placed on the page and highlight all of it. i o o TR

<Pranbep; </ P TDF</TRe</TBODY>< /TABLE><A href="http:/ /vy, astd. org/" tar
<P><IMG sro="http://www.ntlsd.org/training/images/side_training. gif" ali

R L R T o =T oo MRSt ey et

Step 8: Paste the link code from multimedia.mtlsd.org in
here. To do this, hold down the Ctrl key on your
keyboard, then tap the V key.

. P b A R NI 7o e PONT 5 1225 TRONTE S emt™ £0 ThE2R 35, ses PR RS CTEER Pt 14
The resulting code should look similar 0 FONTst/ STRONG b/ FONTac /> @
. < P> enbsp;<BR»<a href="hitpJimultimedia.milsd.org/Play asp ?FILEID=14502" target=_NEW><img
to What |S ShOWn here src="hifpiimultimedia milsd.orfPod it border=0 align=absmiddle> Blog Help Video Fodrast L:mk(/in;

AR s g O A AP i Wi s I o AR g,

P e PP SR OV W St
< P

FTADTT el A FTITTTI . EATwars OETCET: A1 Awaerr ..,.ne.....mv.

Step 9:  Click the Switch back to Rich HTML Edit mode | |__switchbackin Rich HTML Editgode
to view the template. Fiy Wi A Ay '\',..,,,<)

The result will look similar to what is shown here.

[ W T S Riial T T T T e T R

I U B s Z @ 0 an
:

I=

A

This is my website!
Please click a podcast link below.

=
' Blog Help Video Podcast Link

™ W T S R e P WP e NI e S S
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Link Multimedia (Podcast or Video) in a Blog Post or Comment

Linking to a podcast can be accomplished by first uploading the podcast to your multimedia area. For
instructions on uploading, please refer to the Uploading Multimedia section of this tutorial.

Step 1:  Click the multimedia file you would like to work R
with from your list of multimedia files. %
i KEGAN Sub Folders [ Add SubFalder g,
. . ) ) t] KEGAN Files Size Date Modified g
The configuration pane will appear on the right <. fGauswrons o ous sz oz b
side of the landing page. ot o Bt o s i
Option 1: Option 2:

To link to a video, click the Link Code tab
under Code Snippets.

To link to a podcast, click the PodCast Code
under Code Snippets.

Code Snippets Code Snippets

Link Code Embed Code PodCast Cade Link Cade Embed Code PodCast Code
<8 <& ~
href="HEtp://multimedia.mtlsd.org/Pla href="http://multimedis.ntlsd. org/Pla
v.asp?HILEID=14592" ¥.asp?FILEID=14592" target=/JEW>-<ing
target=_NEW:Click here to wview Blog sre=rhtop://multimedia.melgd. org/ Pod.
Help Vileo</ar gif" border=0 align=sbsmiddle> Elog

Eelp Video Podeast Link</il v

[ Copy this code ta the cliphog ;
Code Result Preview:

= v
T Blog Help Wideo Podcast Link

5 Copy lh{s code to the clipboard
Code ResulPreview:
Click here to wiew Blog Help Yideo

e

Step 2:  Click the Copy this code to the clipboard link Ig‘”"’ne'iﬁ'_i?iae'c."ﬁo’d”éa&"' Link</as "
underneath the textbox. This will copy the necessary % [ Copy this cade to the cliphoard
HTML code and allow you to paste it in to the blog (. Code ResultPrgviews., S,
post or comment. '
Step 3. Paste the link code from multimedia.mtlsd.org in to a

blog post or comment. To do this, hold down the Ctrl
key on your keyboard, then tap the V key.

M Post a Commen

Note: You can separate multiple podcast links by hitting

% |.asp?FILEID=14592" target=_I
¢ |sEe=rheep://wultimedia.nelsd.org/ Pod. g

the Enter key a couple of times between each one. For
more information about MTLSD Blogs, check out these
helpful tutorials.

A submitted comment or post may look something like this...

\.{/Check out my po
-
|
g
7

5

deasts listed balow!

3/if" border=0 align=sbsmiddler Blog
J|Help Video Podeast Link</a>

il<a
J href="http://multimedia.mtlsd. org/Flay
& |.asp?FILEID=14592" target=_NEW><img
{|sro=rneep://multinedia.mc15d. org/Pod.
7 lif" porder=0 alisn=sbewiddle> Forms

* Comment byz KEQQU . ob il charact er{;e_rn‘qimn

~

by, PI

I |
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Embed Multimedia (Podcast or Video) in to a Webpage

Embedding multimedia will allow users to play a video or listen to a podcast
straight from a multimedia player on your webpage. There will be no link to the
podcast or video, it will be a player that will look similar to the one shown here.

Step 1:  Click the multimedia file you would like to work with ’ e WY
from your list of multimedia files. { | KEGAN Sub Folders (53 s susroder
) KEGAN Files Size Date Modified
The configuration pane will appear on the right side < [Frpm g = emvmes

LW

of the landing page.

Code Snippets

Step 2:  To embed a video or podcast, click the Embed Code TP J———
tab under Code Snippets PETS TR Fep——

SREC=http://multingsdia.wtlsd.org/minip
lay/ 214592 framelarder=0
scrolling=no></ IPRAME>

[ Copy this code to the clipboard

Step 3: Click the Copy this code to the clipboard link I;‘”"'He'iﬁ'_i?iae'c."ﬁ{d”éas*{"ﬁfﬁ’k?:?’;.;""‘"-'
underneath the textbox. This will copy the necessary % [ Copy this code to the cliphoard
HTML code and allow you to paste it in to your (. Code ResultPrgviews., S,
webpage.
N T T e Y
Step 4: Login to your webpage and click the Edit 3| [Edit PageHPuhlish Page || Versions
button. i
[ CONTENT
uTEH & 'Mm“,":fmﬂ'i..dmﬂm;i ,}
Step 5 Place a long string of a single character in - ju@as e = el o s e
the area of your webpage where you —————— —
would like to place the player. An example T"""‘.‘..".".r“?”.’;"*.‘.*
of this is shown here. oy
Step 6: Click the HTML button to view and edit the f'{ - % y 4 e -.q- '?um
page’s HTML content. g M T A el g

""Mt. Lebanon is an equal opportunity school district.™
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Microsoft Internet Explorer gl

<P Switch ko HTML Editing Mode

Step 7. Click the OK button on the popup that appears. S st on v,

Click 'OK' only if you are
comfortable editing HTML |

-

. . . EF drrar cinte S THONIS Thit o < FONT GOLOT<#333 T80 SToe v THi5 18" iy Webat «
Step 8:  Find the long string of characters 58 /FORT< /STRONT-IUNT 3156-2>-STROIGS<FONT calor-ga033c>lasse c1ick §

that you placed on the page and R
. H . Prenhsp </
hlghllght all of it. :Pzznbzﬁ;:/Pz<fTD></TR></TBDDY><;‘TABLE><A href="http: / /mmr. astd. org/” tar

<P><IMG src="http://uww.nmtlsd.org/training/images/side_training.gif™ ali

Yandaxs > ST, Sac e\f\’;ﬁ@n_flw“"“'- ST T ST SR

Step 9:  Paste the link code from multimedia.mtlsd.org in here. To do this, hold down the Ctrl key
on your keyboard, then tap the V key.

LA R

frameborder=0 scrolling=no»</IFRAME></F>

The resulting code should look |[<'7?ﬂ'ﬁ<f§ﬁﬁﬁ5'?ﬁﬁ%=27f”’ﬁ>7f3’> o
CREAII LRI ottt i T e A et e 0 B A Atk

e P o i et
<Prenhap < IFRAME WIDTH=315 Height=280 SRC=htep://multimedia.mtlsd.org/miniplay/214592
similar to what is shown here.

P SRR Lo LV I S

FR S A P

Step 10: Click the Switch back to Rich HTML oamre oo e cosec seocmr s aaiicessiod

Edit mode to view the template | Switch back to Rich HTML Edit mode | (
) Enable BR style line bregks . -y )
ey, iy o S Sy ¥ s

The result will look similar to what is shown here.

L s .t P o ol Ve
[u;r\- R A e AF-MQ o hal BA L& n b

This is my website!
Bench st the amnbedided viden be

B i SR

R T e ] O A s N

This is my wobsite!
ok vt the ambesbled Wides babemt

Note: You can center the embedded player by clicking on
it and clicking the Center align button from the toolbar.

**"Mt. Lebanon is an equal opportunity school district."
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Embed Multimedia (Podcast or Video) in to a Blog Post or Comment

Embedding multimedia will allow users to play a video or listen to a podcast
straight from a multimedia player on your blog post or comment. There will be
no link to the podcast or video, it will simply be a player that will look similar

to the one shown here in a blog post.

Step 1:

Step 2:

Step 3:

Step 4.

Click the multimedia file you would like to work with o e ol o
from your list of multimedia files. { | KEGAN Sub Folders YL
) KEGAN Files Size Date Modified :
. . . . . (5] BlogHowT o.mme 16 MB 34572008 10:26:43 AM -»
The conflggratlon pane will appear on the right side SR P S
of the landing page.
To embed a video or podcast, click the Embed Code CodoiSninpat
Link Code Embed Code PodCast Code

tab under Code Snippets

Click the Copy this code to the clipboard link
underneath the textbox. This will copy the necessary
HTML code and allow you to paste it in to the blog

post or comment.

<IFRAME WIDTH=31L Height=zg0
SRC=http://multipsdia.wtlsd.org/minip
lay/ 714592 frameborder=0
serolling=no»</ IPRAME>

[ Copy this code ta the clipboard

B i E L SV
Help Video PodecaSt Link</ar
[ Copy this code to the cliphoard

Lode ResultPraviews,, ..

Ly

!
z
S
r
L

Paste the link code from multimedia.mtlsd.org in to a blog post or comment. To do this,
hold down the Ctrl key on your keyboard, then tap the V key.

A submitted comment or post may look
something like this...

This is a video that will show me speaking about blog help

""Mt. Lebanon is an equal opportunity school district.™



	Access and Login
	Landing Page
	Uploading Multimedia
	Title, Sub Title, Description
	Delete Multimedia
	View Multimedia
	Public/Private Multimedia
	Link Podcast in Webpage
	Link Podcast in Blog
	Embed Podcast/Video in Webpage
	Embed Podcast/Video in Blog

