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Processing of recordings uploaded to
Mymedia, itslearning

This guidance is aimed at post-processing a recording uploaded to Itslearning. This involves adjusting the
title, filling in the description field, adding colleagues who need access to the recording in their media gallery
(collaborators), deletion policy, tagging, publication to course rooms and editing the recording.
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Step 1: The location of the recording

When recording via Zoom-Cloud, the recording will be transferred directly to Itslearnings. When the
recording is ready on Itslearning under Mymedia, you will receive an email from Zoom. The email shows,
among other things, the title of the recording itself, which can be helpful if you have other Zoom-Cloud
recordings from different Zoom meetings.

Zoom recording added to SDU itslearning mymedia

no-reply@zoom.nordu.net
To Tony Bui

@ This sender no-reply@zoom.nordu.net is from outside your organization.

5% Translate message to: Danish ~ Never translate fro

1 Title and lokation ]

Hi,

Your Zoom recording has been uploaded to SDU itslearning my

r personal "My Media" folder.

Find the recording at https://sdu.itslearning.com/ in

Title: Tony EdHub's Personal Meeting Room
Video |Dls): U_/5xgtodb, U_mnSUhlze

More information: https://sdunet.dk/en/itslearning

Log in to itslearning and find the relevant recording

IES| itslearning X -+

€ C O sdu.itslearning.com

IS Itslearning Sg Timesheet

IfS] Home Courses Groups Calendar Yourstudents & Mymedia | MitSDU

Cickon Mymecia
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i8] Home Courses Groups Calendar Yourstudents Mymedia MitSDU A [ ] . Tony Bu
My Media
Your medias are divided as it is seen with the red boxes
a ] below. Everything inside a box belongs to one media.
Filters > Sort By: Creation Date - Descending w = =
]}

Tony EdHub's Personal Meeting Room b s o
2022-09-17T14:55:47+02:00 MeetingID: 7649629900

zoom_recording | | zoom shared_screen_with_speaker_view
Ovwmer  0n179.2022 @ - »

E

Tony EdHub's Personal Meeting Room
2022-09-17T14:52:31402:00 Meeting|D: 7649629900

\

Tony EdHub's perd  The icons have the following functions:

- Bar chart: analytical data of the recording
- Pencil: Video editing

- Trashcan: delete the video

The 2 last ones are the most used

\. J

2022-09-19T12:47:59+0:

By clicking on the name, you will also be able to see the media and the editing possibilities

— % | Tony EdHub's Personal Meeting Room | & 2 @

| zoom_recording | | zoom | | shared_screen_with_speaker_view

03:01
Owner » on19.92022 @ > )
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Step 2: Title, description and collaboraters

Customize the title — Organization and easier access to the recording

The title is relevant to customize so that anyone who is going to access the recording can search for it. You

could name the recording so it corresponds with the course's "Plans" or topics that are reviewed during the
course.

...ﬁ,
Click on the pencil to edit

zoom recording | [_zoom | [ shared screen_with speaker view |

Owner « on07.11.2022 ® 0 p1 SO0

Details Publish Options Collaboration Thumbnails Downloads Captions Attachments Timeline Replace Media

Name: ’ﬂ’ony_l—;g__}j_g_g:;ZOUmMccﬁng
(Required)
Description: Black ~ Bold Italic Underline = = = = % ]
2022-11-07T11:17:20+01:00 MeetingID: 62058464281
Edit the name of recording here
Tags:

| % zoom_recording | | x zoom || x shared_screen_with_speaker_view

Publishing schedule: @ Always () Specific Time Frame

({The time range in which this media will be visible to users in published channels/categories)
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" P L
Optionally you can add a description of the recording
J ¥
Description: Black w Bold Italic Underline = = = = % [Gal
2022-11-07T11:17:20+01:00 MeetinglD: 62058464281
Tags: »x zoom_recording | | x zoom || x shared_screen_with_speaker_view

Details  Publish

Options

Collaboration

Thumbnails

Publishing schedule:

Downloads Captions Attachments Timeline Replace Media
Name: Tony EdHub's Zoom Meeting
(Required)
Description: Black Bold Italic Underline = = = = % [
2022-11-07T11:17:20+01:00 MeetinglD: 62058464281
Remember to save the changes you have made
Tags: uz.ub.m_llc.cording «% zhom

» shared_screen_with_speaker_view

@ Always (O Specifigflime Frame

(The time range in w

h this media will be visible to users in published channels/categories)
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Add collaborators — assign rights to the recording
The distribution of rights to the recording may, for example, be relevant in the following cases:

o If there are other lecturers than yourself on the recording, because it is recommended that all
lecturers have access to their recordings in their own media gallery

e If you as the owner of the recording do not appear on the recording, you are recommended to share
the recording with the person or people who do. If the lecturers are not SDU employees or interested
in gaining access to the admission, then a "lecturer tag" must be inserted at minimum — see below.

o |[fthereis a need for editing the recording and this task is done by a colleague.

e If there are colleagues who want to use your recording (e.g. podcasts) on their course and therefore
want rights to be able to publish the recording (Note: if someone other than you appears on the
recording, consent must be given from the others before publication takes place across course
rooms)

Click on “Collaboration”

ation
Media Collaborators + Add Collaborator

Add a Collaborator

tobui21@student.sdu.dk|
"—ll Add your collaborator ]

& 403523 (Tony Bui)

Co-Editor
Co-Publisher
Co-Viewer

Check of the relevant permissions, that
your collaborator should have

Cancel m

Callaboration  Thum You can see who your collaborators

) and what permissions they have
Media Collaborators
under “Collaboration”

\

Member User ID Permission

VIEW ALL PERMISSIONS ~ ~

Tory Bui 403523 Co-Editor, Co-Publisher, Co-Viewer &S x
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Step 3: Comply with deletion and privacy policies via tags

Delete tags

By inserting a delete tag, you ensure that the recording is deleted in accordance with the current guidelines.
It is your responsibility to tag correctly so that recordings are rightfully deleted. The delete tag should contain
the following three things:

1. #delete.
Year (the year the admission must be deleted, NB: Retention obligation of 5 years for exam
submissions).

3. Semester (spring or fall).

The delete tag is inserted without spaces and in lowercase. Two examples include:

e Admission which are to be deleted in the spring semester 2023 (31/8-2023): #delete2023spring
e Admission which are to be deleted in the fall semester 2025 (31/1-2026): #delete2025fall

Tony EdHub's Personal Meeting Room = ﬂl

2022-09-26T07:51:02+02:00 MeetinglD: 7649629900 . .
Click on the Pencil icon

Details Publish Options Collaboration Thumbnails Downloads Captions Attachments Timeline Replace Media

Name: Tony EdHub's Personal Meeting Room
{Required)

Description: Black w B . % =
I Insert tags without spaces ]
2022-09-26T07:51: o

Tags: ’ | % zoom_recording || x zoom || x shared_screen_with_speaker_view | #delete

#delete (new tag) =
#delete2027spring

#delete2027fall

#delete2023fall

Publishing scedule:

#delete2027fall.
#delete2022fall

#deletefall2027
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Participant tag
To ensure that any participants in a Zoom recording can be searched and have their data removed if

requested, the participants' SDU email address must be inserted as a tag. It is YOUR responsibility to tag
correctly so the videos can be deleted.

If the recordings of the lecture is to be published to a course room in itslearning, it is required that the
lecturer's full name + SDU email address is inserted (if the lecturer is not an SDU employee, then the lecturer's

primary email address is inserted).

Tags: = zoom_recording x zoom | [x sharcd_scrc‘m
| undervisers fulde navnl I‘——-—J Lecturerls full name

Publishing schedule:

TThe Bime range in which this media will be visible to users in published channels/categaries)

dervisers fulde navn (new tagj |

Tags: | % zoom_mcording | :.x zoom .:'u sharcc'l_scrccn_ v . _ S : = =
undervisersmail@health.sdu.dk 4—[ Lecturer’s email adress
undervisersmail@health.sdu.dk (new tag)

TThe Gime range in wiich this media will be visible to Users in published channels/categories)

Publishing schedule:

Tags: | zoom_rccordl'ngrg % zoom | | % shared_screen_with_speaker_view | [x FX10: Edhubs test fﬁg [new tag) | | x undervisers fulde navn (new tag) |

»* undcrvi-sersmai'l'(é?'ﬁl:aitﬁ.sdu.d-k (l:lcw tag] | % Forar2022 'fncw ¥ag} |

Publishing schedule: @ Always ()

(The time ra

Click on “Save” to save your tags ]
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Step 4: Other relevant tags

During this step, there are examples of the other tags used to search the footage.

The course tag

Tags: | % zoom_recording | | x zoom | |x shared_screen_with_speaker_view | | FX10: Edhubs test fag I
Publishing schedule: The name of the course
Semestertag
Tags: | % zoom_recording | | zoom || shared_screen_with_speaker_vig LR SR ST i

|x undervisersmail@health.sdu.dk (new tag) || Semester |‘—I The semester e.g. Ezz or F23

Semester (new tag)

Publishing schedule: ceinaasi

semesterafslutning

Tags: | % zoom_recording | | % zoom | | % shared_screen_with_speaker_view | | % FX10: Edhubs test fag [new tag) | | ¢ undervisers fulde navn (new tag) |

| % undervisersmail@health.sdu.dk (new tag) | | x Forar2022 (new tag) |

Publishing schedule: @ Always O

(The time ran

Click “Save” to save your changes
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Step 5: Make the recordings available in a course room in

itslearning

There are two ways a recording can be published to a course room in itslearning. In both cases, you must
enter the course in which you wish to make the recording available.

e Method 1: Sharing using the “Course Media Gallery"

e Method 2: By using the "Text editor puzzle piece", which is available e.g. by using the resources Note,
Page, Discussion or Assignment in itslearning.

Method 1: Sharing using the "Course Media Gallery"
1) Go to the relevant course room and find “Course Media Gallery”

-up 360° reports More v

Show: Cu Participants Follow-up tasks

l Click on “Course Media Gallery”

j A\dd event

e you'll see events from this course.

Adda Trash can

Course Media Gallery

=

2) Select "Add Media"

Media Gallery

0 Media

[ Click on "Add media” ]

Q Search this gallery

Filters > ~  Sort By: Creation Date - Descending v o= = + Add Media

/

3) Find the recording you want to share and press "publish"

Add Media Coneet

_ Click on “Publish” ?
My ADD NEW
e «f Check mark the recording

«-f you want to share

10
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Method 2: Use "Text editor puzzle piece"
Anywhere in itslearning where the text editor tools is available, you can add a media file. For example,

using Note, Page, Discussion, or Assignment Task—but it's also available in the description field in each
Plan.

Title

Event description

Click on the puzzle piece
Then click on “Embed Mymedia / Kaltura” —
Font +  Normal - B I -

B @ @ soce 2 Embed Mymedia / Kaltura

¥ Browse app library

A new window will open where you can mark the recording to be shared.

@ sdu.itslearning.com,

Click on “Embed” by the recording you want to share

Tip: Make all embedded videos visible in the “Course media gallery”

If you use the ability to embed videos in, for example, a Page in Itslearning, and at the same time want to
give the students an overview of all the videos made available on the course, then it only requires a single
check mark inside the media gallery itself.

Media Gallery b |
1. Click on the icon on the right J\ L]

1 Mede 2. Click on “Edit”

Ll Analytics

Q

+ Create channel playlist

Edit Media Gallery

Details

Description: Black v Bold Malic Une

% Zal

[ Check mark “Display embedded media in this Medie Gallery” and save ]

ar in media gallery until approved by the gallery manager)

For further inspiration: See, for example, the guide Using video in itslearning.

11
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Step 6: Video Editing — "Video Editor"

If there is a need to edit the recording itself, e.g. cut out breaks or you want to divide the lectures into
different videos, you can do this directly in Itslearning.

B scarside Rum  Da wojektrum  Kalender  Dinastuderende  Mymadia  MitSDU F 2N @nmysui

< Back

Clip of Tony EdHub’s Personal Meeting Room

Basic Info

or: Tony Bui

ner: Tony Bui

try 1D: 0_igldyvsc

Click on “Launch editor” to edit D
the recording bl status: vt

ate: on 30.10.2022

ate: on 1.11.2022

Ji8 startside Rum  Dashboards og projektrum  Kalender Dine studerende Mymedia  MitSDU ~ (@ @mnyaui

Video Editor o Clip of Tony E... Savea Copy

) Media

Clip of Tony EdHub's P...

Creat

The most important function in “Video editor”

is the timeline
\ oo R
T ‘e i
2 Q) Q)

| | |A @ JAl
|

Zoom in and out on the timeline with this

Total: 00:24.59

1. Reset: undo all changes
X LI 2. Redo: redo the most recent undo
S 3. Undo: undo the most recent change

12
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Total: 00:24.59 ,h

ald 1. Clip: Divides the recording
TER 2. Set in: Marks the beginning of the recording

=]l 3. Set out: Marks the ending of the recording

The icons

1. Trash can: Deletes the cut marked with orange on the timeline
M q 2. Fade in/out: Black transition between the cuts in the recording
00:07.43 !

Total: 00:21.94

The empty grey area is an example of how it looks when a
something is cut out of the recording

J

Clip of Tony E...

When you’re satisfied with the recording
click “Save”

AEELUTI TUTTY DUl

a

22V

Click on “Save”

Are VMDU want to continue?

== [

-

[ You are then asked if you’re sure ]

Itslearning is now processing the
video and you can leave the “Editor”

Close Editor m

T

13
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