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Video Note, Audio Note & Media Library

Video Note is a quick tool to create (up to 30 minute) videos directly in D2L. This is a
great tool for quick announcements and learner feedback on assessments. It may be
used anywhere the HTML Editor is available, such as discussions, and where the Record
Video option is available, such as a video assignment submission. Instructors may use it
to record prompts in quiz questions and students may use it to answer prompts in
questions where the instructor has enabled the HTML Editor for learner responses.

Audio Note is a quick tool to create (up to 30 minute) audio directly in D2L. It's not
available in the HTML Editor, but it is available where the Record Audio option is present.
It may be used for feedback, in assessment instructions, or as an audio assignment
submission.

Media Library is a repository for audio and video content created with or uploaded to
Video/Audio Note. It also offers tools for automatic captioning and basic editing. You
may upload media files here from other sources if you need to add captions/transcripts,
too. (Uploaded media may be able to exceed the 30-minute limit, but it is a best
practice to use shorter videos.)

Notes:

e If you're using Video Note for discussions, check out our Discussions Using Video
Note guide.

e If you are requiring students to use Video Note or Audio Note for assessments,
share our student guide with them.

e If you need to transfer ownership of a file in your Media Library, contact Distance
Education.
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https://www.coloradomesa.edu/distance-education/documents/discussions-using-video-note.pdf
https://www.coloradomesa.edu/distance-education/documents/discussions-using-video-note.pdf
https://www.coloradomesa.edu/distance-education/documents/video_note_student.pdf

2N
COLORADO MESA

UNIVERSITY

Contents
Video Note, Audio Note & Media Library ....c.viiieeiiii i e e s ane e rneaanenns 1
L@ ] 0 =] X o 2
INE Lol g = VA Lo (=T oY () I P 2
AsSIgNMENtS: A QUICK NOTE .uiiiiiii i e s e e e e aneranneanneas 3
Record an Audio or VideO NOTE....cuiiriiiii i v e e raneeanes 4
=T 1= T 1o = V2P 4
I I e 1 oY PP 6
FEeADACK. .t 10
Search for a Video or Audio NOte to Add.....c.ciiiriiiiiii e 16
Using Media Library TOO0IS ...t iie s ise it eie s s e e e s s e s saesane e sane s anneaannenns 18
Edit Captions for a Video Note or Audio NOte .....eiiiiiiiiiiiiii e 18
9701,V o1 U Y= T [ 22
1= ] Lol = |1 of | 23
Pre-2021 Recorded Video Notes & Aspect Ratio.....ccvvvvviiiiiiiiiii i nneeeas 24

Tutorial Video(s)

Navigate Brightspace Learning Environment - Video Note - Learners

Media Library Overview | Instructor
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https://www.youtube.com/watch?v=6SzPCrEbh-w
https://www.youtube.com/watch?v=D8fWOekyD_Q
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Assignments: A quick note

If you create an Assignment that requires a File Submission, your students will have
the option to Add a File, Record Audio (up to 30 minutes), or Record Video (up to 30
minutes). The Record Audio option uses Audio Note and the Record Video option uses
Video Note.

Submit Assignment

Files to submit *

(0) file(s) to submit

After uploading, you must click Submit to complete the submission.

Add a File Record Audio Record Video

Students may also record a video in the HTML text editor by using the Insert Stuff
option and selecting Add a Video Note. If this is the case, it will appear as if there is no
submission, but the audio or video will appear as a comment. (If you want students to
use the HTML editor for submissions, it is best to select the Text Submission option
when you set up the Assignment, instead of the File Submission option.)

If the student uses the Record Audio or Record Video option, the file will appear as an
HTML file. If the student uses the Insert Stuff option in the HTML editor, the audio or
video will be embedded as a comment.

Submission 1
(e

Unev:

Regcord Audio

Record
chchchchch Videa

: InsertyStuffe>
ottt 0 J o, o Video Note>
Audioonly,

InsertyStuffe>
Video Note >
Video
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Record an Audio or Video Note

Media Library

If you want to record an audio or video to be used in multiple courses or you don’t know
where you wish to add it yet, you may record it directly in Media Library. You may also
upload media files to the Media Library.

1. Click on Admin Tools (gear icon) and select Media Library from the dropdown
menu.

T

b

QOrganization Related

Audio/Video Note Editor

6 Media Library

2. Click Add and select Record Webcam.

[ Upload File

o Record Webcam

If you haven't already, Allow D2L to use your camera and microphone.

4. Click the New Recording button and record your video. Click Stop Recording
when you are finished.

5. When you're happy with your recording, click Next.

Record Webcam X

by

W

‘ New Recording ( (7)) Audio only 00:04 / 30:00

P04/ 00 e— )

k conee
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6. Add a Title, Description, and Audio Language. Also, check the box for
Automatically generate captions from audio. (Use the dropdown menu to select
the applicable language.) Finally, click the Finish button. (These will be helpful if
you wish to search for your notes later, as well as necessary for captions.)

Record Webcam X

;

Audio Language ‘ English (United States) ~

Title ‘ Audio recorded to Media Library

Sample description

Description

\7| Automatically generate captions from audiuo

ﬁ pack caneel

7. You'll receive a Please wait... message.

Record Webcam X

N

Please wait...

Back Cancel

8. Then, you'll receive a notice that D2L is Uploading 1 item.

% Uploading 1 item v X

Audio recorded to Media Library )

9. Once the upload is complete, the message will update to 1 upload complete.

1 upload complete v X

Ly
Audio recorded to Media Library +/

-

10. You will find the file in your My Media.
[ My Media [T Name Modified
[ Recycle Bin @) "a Audio recorded to Media Library 1 minute ago

5|
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HTML Editor

Anywhere the HTML Editor is available, you may add a Video Note by using the
Insert Stuff feature.

1. In the HTML Editor, click Insert Stuff.

Content * \
Paragaph v | B I U~ A  =v = o8 & B
2. In the Insert Stuff dialog, select Video Note.

Insert Stuff

@ My Computer

Bm Course Offering Files
< Public Files

= Learning Repository

@ Add Video Note ’

B Video Note Search

Add Video Note

Media Library

o YouTube

3. If you haven't already, Allow D2L to use your camera and microphone.

‘ Will you allow d2l.coloradomesa.edu to use your
camera and microphone?

Camera to share:

Logitech Webcam C930e i

Microphone to share:

Microphone (Logitech Webcam C930e) ™

B Remember this decision

Allow Don't Allow

6 |
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4. Click the Record Webcam Video option.
Notes:

a. In addition to the Record Webcam Video option, you have the option to
Upload File. This allows you to add a video file (MP4, FLV, F4V, MOV, or
WEBM format) from your device. If you do not see the option to attach a
pre-existing Video Note and wish to do so, check out Search for a Video
Note or Audio Note to Add.

b. You may also opt to record Audio only.

‘ 00:00 / 30:00

5. Click the New Recording button and record your video. Click Stop Recording
when you are finished.

Insert Stuff X
Add Video Note

mRecord Webcam H Upload File |

B

Q Audio only 00:00 / 30:00
P Back Cancel
4

You may preview your recording before clicking the Next button. (You'll have the
option to re-record if you wish by clicking New Recording again instead of Next.)

‘ @ O) Audio only 00:05 / 30:00

» 0:05/0:05 ) 3
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6. Add a Title, Description, and Audio Language. Also, check the box for
Automatically generate captions from audio. (Use the dropdown menu to select
the applicable language.) Finally, click the Next button. (These will be helpful if
you wish to search for your notes later, as well as necessary for captions.)

Insert Stuff X
Add Video Note

Enter an audio note description. A description is useful to users who are unable to listen to the audio. You
may also modify the title of the recording.

Title | Sample Audio Note | o
Tesﬂrl; | 9

Description

Audio Language | English (United States) - | 9

Automatically generate captions from audio

Back Cancel
~

7. You may see a screen that reads: “"Media file is currently being processed. Please
come back later.”

Insert Stuff X
Add Video Note

Properties

Refresh Preview

This media file is currently being processed. Please come back later.

Insert| Back Cancel
4
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8. To check your auto-captions, play the video and click on the gear icon. Then,
seIecCaptions. (You may also check View Transcript.)

Playback speed 1.0 »

. Captions en-US »
295

View transcript

il D> | posccsoecs 20>

Captions en-Us »

View transcript

P ) 0:00/005 a o

m Back Cancel

Note: Depending on the length of your recording, it may take a few minutes for
the automatic captions/transcript to process. You may need to wait and refresh

your screen.
9. This will display the auto-captions or transcript. You can also review these once

the recording is inserted.
l This a quick recording. |

P <) 0:03/006

Download

Hello Everybody and Welcome to Module one.

So | decided that rather than post lecture notes for you all to read
that

I'm going to replace those with these audio clips instead. Hopefully
this is

going to be a little bit more palatable than more reading and kind of
better

stimulate a classroom environment for you. So you get a little bit of
maybe

not direct interaction, but at least being able to hear somebody talk ~

P ) 0:00/4027 Q &
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Cancel.)
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Insert Stuff

\ | LV}

Refresh Preview

0:03 / 0:06

Back

Cancel

| Video Note Example

12.

Feedback

You may use Video Note or Audio Note in Grades, as well as in Assignments,
Discussions, and Quizzes submission feedback in the HTML Editor.

Your recording will now be a part of your HTML file.

Once the video is reviewed, you may click Insert. (You may also go Back or

Click Save or Save and Close, when are ready to post your recording/file.

Feedback to everyone:
1. Navigate to the Overall Feedback area in a gradebook item.
2. Use the HTML editor and click Insert Stuff.

Overall
Feedback
(visible to all)

Paragraph

B I U~ 4

'

s L B I B o+~

Lato (Recom... v

19 v P

¥

B

3. Then, you will follow the same steps as you would in the HTML editor.

10 |
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Individual feedback via Grades:

1. Go to the Grade Book item and navigate to the Comments option and the
Feedback area.

2. In the HTML editor, click the Other Insert Options and select Insert Stuff from
the dropdown menu.

Grade Feedback for

Feedback

¥ Eqguation >

B Table >

osﬂ Insert Stuff

& Insert Quicklink

B Insert Image

3. Then, you will follow the same steps as you would in the HTML editor.

Individual feedback via Assignments, Discussions, and Quizzes:
1. Go to the submission and go to the Overall Feedback area.

2. In the HTML editor, click the Other Insert Options and select Insert Stuff from
the dropdown menu.

Overall Feedback

I

Par... by E L ; A o + b e ;:

O

¥ Equation >

R Table y

o SH Insert Stuff
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3. Then, you will follow the same steps as you would in the HTML editor.

OR, you can use the Record Audio or Record Video option below the HTML editor.

Overall Feedback
Par.. ¥ ﬂ v =~ =~ + v :C
AN
é.
D 4% P @ Y RecordAudio
l @ Record Video

This is what you will see with either option:

Overall Feedback

Pa. v B~ =~ i Insert Stuff
-

Record Video
or Record Audio VA

Attachments

Record Video Option in Feedback x
d2l.coloradomesa.edu

@

\_'J Record Audio @ Record Video

Note: Record Audio and Record Video both appear as Attachments. Remember to click
Publish or Save Draft.
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Student View
For students to view/listen to your feedback, they will follow these steps in either Grades

or with a specific assessment:

GRADES
1. Go to Grades.
2. Go to the applicable Assessment.
3. Click on the recording to play the feedback. (The captions will be available once
they are turned on by the student.)

0 start date 10/10 A Overall Feedback

Note: If you have also left feedback for the entire class, that Video Note will be
below the feedback recording you left for the individual student. If you used the
Record Video or Record Audio Options, students will only be able to access that
feedback by going to the Assessment, where it will display as Attached Files.

SPECIFIC ASSESSMENT
Alternatively, students may also access their feedback videos by going directly to the
assessment:

1. Go to Assessments and select the applicable option, Assignments,
Discussions, or Quizzes. (For this example, we'll use Assignments.)

2. Go to the applicable Assignment and in the Evaluation Status column, click on
the link by Feedback. (The “Unread” link will change to "Read” once you've

accessed it.)
Assignments

@ Help

View History

No Category

Sample Not Submitted -/- Dec 17, 2019 8:39 PM

Closed Dec 20, 2019 8:39 PM

Week 2 Essay By 2 Submissions, 2 Files 8/10 Feedback: Read

Fake Assignment 1 Submission, 1 File /- Feedback: Unread

FAKE 1 Submission, 1 File 9/10 Feedback: Unread

Turnitin Example By Not Submitted /10

1 Submission, 2 Files 10/ Feedback Road/

No start date

13 |
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3. In the View Feedback area, students will see various sections, depending on
what type of feedback the instructor utilizes: Submission Feedback, Rubric info,
Score, Feedback Date, Attached Files, Assignment, and Submissions, which include
your submissions and any Inline Feedback from D2L Annotation or Turnitin.

4. Here they will be able to click on the video file to play it, along with the captions if
when they are turned on. If you use the Record Video or Record Audio Options,
they will display as Attached Files.

Assignments » View Feedback

Feedback for No start date

Submission Feedback

Overall Feedback

Video Note via
Insert Stuff

Score

10/10-A

Feedback Date
Jul 28, 2021 5:17 PM

Video Note via
Record Video

Attached Files

g | Audio Note via I
amRecord Video Feedback Record Audio
§3Record Audio Feedback

14 |
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The video file will open in a new window:

The audio file will also open in a new window:

n ] © Dttt

]
P «© 0:04/0:04 &

Both options allow students to view the automatic captions/transcript.

15 |
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Search for a Video or Audio Note to Add

You may search for an existing Video or Audio Note by using a key term from the Title
or Description you included with the video when you recorded it.

1. In the HTML Editor, click Insert Stuff.

Content Grades Assessments v Tools v Classlist Course Admin
Edit HTML File
| Text Ea Browse for a Template
("] Hide from Users
O & &£ - Hl-He.. W B I U ~ = E

2. In the Insert Stuff dialog, select Media Library.

Insert Stuff EEEE

m  Add Video Note

B Video Mote 3earch

Media Library ?

3. In the Search field, enter your key term and click the Search button.

16 |
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4. If you click Search Options, you can sort and filter more thoroughly, using Content
Type, Source, and Date.

Insert Stuff X

Media Library

Search

[:'} Audio

Search

Hide Search Options

Sort By

Date Modified (Descending)  ~

Content Type

[v] Audic

[v] Video

Source

[« Content  [v] Media Library [ Video Note
[w] Capture App [v] Imported [v] Other

Date Modifled

‘ Ay Time w |

Date Created

‘ Ay Time w |

Showing 3 out of 3 results

Audio recorded to Media Library
Sample description

Back Cancel

A

5. Navigate to the recording you wish to insert in your HTML file and click the Next
button.

6. You may review the recording and then click the Insert button to insert the video
in your HTML file.

17 |
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Using Media Library Tools

Edit Captions for a Video Note or Audio Note

While you can't edit the auto-captions directly in the HTML Editor, you can use the
Media Library feature in Admin Tools. Also, if you didn’t enable captions when you
first recorded the video, you may enable them here.

1. Click on Admin Tools (gear icon) and select Media Library from the dropdown
menu.

T

b

QOrganization Related

Audio/Video Note Editor

o Media Library

2. Search for your video/audio file. The Title and Description you added earlier will
aid in your search, especially if you have many videos. You can also use Filters,
such as Content Type, Source, Date Modified, and/or Date Created.

T - S

3 My Media (] Name Modified
@ Recycle Bin |7\ Audio recorded to Me 18 minutes ago
0 Sample description Content Type >
I‘_:\ Record Audio Source ? 2 days ago
7]
Date Modified >

() r Sample Video Not 2 days ago
|7‘ ‘m ample Video Note Date Created > Ve e

18 |
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3. Once you find your file, use the 3-dot menu to select Edit.

19 minutes ao .

Preview

Download
o Edit

Rename

Edit Description

Delete

4. Click on the Closed Captions tab and select Auto-Generate. (If there are

already captions, you may skip to the editing.)

Media Library » OTE - Sept 2021 Intro - Liz Prickett_defaultmpd

Table of o Closed Captions

£ Auto-Generate «» Upload

There are currently no captions for
English (United States).

P «) 0:00/043 =2 -‘-[

Optimize for Streaming Saved @  Mar3.2023 3:09PM + Save Draft Finish

English {United States) «»

19 | Page
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5. In the Auto-Generate Captions dialog, click Auto-Generate.

Auto-Generate Captions W%

When auto-generation begins, your current changes will be saved. When
auto-generation finishes, your changes will be published along with the
generated captions. If the current language has captions, they will be
overwritten. You will be able to continue editing this media file after auto-
generation is complete.

|f'b.l proceed, all references to this media file throughout the LMS will
receive your changes.

6. You may receive a processing message while the revision is processing.
N

This revision is currently being proccss&‘ Editing is disabled until processing is complete. Please wait or come back later.

7. Click on a timestamped section if you need to edit the spelling, wording or
punctuation.

Table of Contents Closed Captions

£ Auto-Generate & Upload

Hello and welcome to online te
essentials. I'm Liz Burkett and |

-

]

yvour facilitator for this ot sessi
I'm excited to join you over the

‘, D

three weeks as we learn tools a
strategies that will assist you as

JdPbT

20 |
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8. Once you've made your corrections, click the Finish button to save your changes.

Unsaved £y Mar3, 2023 3:13PM & Save Draft
lish (United States) ~r
Table of Contents  Closed Captions
£} Auto-Generate «f» Upload
Hello and welcome to online ted ]
essentials. I'm Liz Prickett and [
4 3
wour facilitater for this ot sessig ]
£ I'm excited to join you over the
Hello and welcome to online == ! s
teaching =
three weeks as we learn tools a(
strategies that will assist you as|
b -
P <) 0:01/043 sz A |@
9. Confirm you're finished - click Finish.
Confirm Finish
If you proceed, all references to this
media file throughout the LMS will
receive your c
10. We recommend clicking on the Optimize for Streaming option, too, so that

videos play better for viewers.

Media Library » OTE - Sept 2021 Intro - Liz Prickett_default.mpd

Optimize for Streaming

11. Now, when you go back to your video, the edited captions will play. These
captions are now saved with the Video Note or Audio Note file. They will be
available to anyone viewing the video or audio with the captions enabled.

21 | Page



Download

Recording
If you wish to download your recording, use the 3-dot menu by your video to select
Download.

19 minutes ao .

Preview
o Download

Edit

Rename

Edit Description

Delete

Captions/Transcript Files
If you wish to download the caption file (.vtt format) or the transcript file (.txt format) of
the video/audio, use the 3-dot menu by your video to select the Preview option.
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Then, use the Settings cog to select View Transcript.

=0

Captions

Quality

Playback speed 1.0 »

en-US »

HD »

View transcript

Use the Download drop-down menu to select Transcript or Captions.

Preview

>

ame to online
hls. I'm Liz Prickett

Captions (vtt) br this ot session.

0:00 / 0:43

you over the next
three weeks as we learn tools and

strategies that will assist you as you
begin or continue teaching an online

R R T LR R T T T

a @& X

X
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Basic Editing

While Media Library is not a true video editor, you can use the Table of Contents to
add chapter titles to longer videos to aid in navigation. And, you may remove sections of
the video using the Cut tool. (Brightspace may update these features in the future.)

Media Library » OTE - Sept 2021 Intro - Liz Prickett_default.mp4

Unsaved £} Mar 3, 2023 319 PM Save Draft m

English {United States) ~»

Table of Contents  Closed Captions

Editing language: English (United States)

b «) 0:00/043 o} =2 [

Mark Cut

To add a chapter, type your chapter title in the Chapter title and click the Add New
Chapter (+) button. To add a timestamp, use the Seek button to navigate to the
beginning of that chapter. Then, click the Set time to seek position (stopwatch icon)
button.

Table of Contents  Closed Captions

Editing language: English (United States)

00:00:00 '0 X

If you need to remove part of your video, use the Mark option to mark the start and
end of the section you wish to remove, then click the Cut button. The section(s) you cut,
will appear in red.

‘ Intro

1 | ' N *

Remember to Save Draft or Finish to save changes you wish to keep.
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e Notes:
Any changes you save to your video will update that video in any location in D2L
where it has been shared.

e If you need to add a section back to your video which you cut, you may repeat
your steps and use the Cut button as, essentially, an “uncut” (or restore) feature.
Then you may save your revisions.

Pre-2021 Recorded Video Notes & Aspect Ratio

The aspect ratio for Video Note changed in the summer of 2021. If you reuse
embedded Video Notes recorded prior to this time, they may appear cropped now.
Likewise, the captions may not be fully visible. If you expand the video to full screen, it
will play the video and captions properly. If you have any questions, please contact us at
Distance Education. If you wish to fix the aspect ratio in the embedded version and feel
comfortable editing the HTML code, you may do so via the HTML editor with the
Source Code option.

Paragraph v B I U~ A/ =~ =Ev 52 09 = Z h E ~ + - Lato (Recom... ~ 19px v LEL I

You'll need to replace the old width, height, and other parameters with the updated
HTML:

width="100%" height="379px" scrolling="no" frameborder="0" allowfullscreen="true"
style="max-width: 518px;"

Before (345x301):

L
Here's a quick video meant t
caption.

Here's a quick video meant to fes?the
capti_q_l_'l.

& X
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