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Storing and Captioning Videos

MediaSpace at Michigan State University

MediaSpace is an online tool that allows Michigan State University faculty, staff, and students to host and share audio
and video files at no cost. This manual covers some of the basic features of MediaSpace including how to upload a video
and request/edit closed captions.

The auto-caption feature in MediaSpace is estimated to be between 60-80% accurate. The accuracy will vary based on
the quality of the audio within the video. The owner of the video must review and edit the captions after they are
ordered to make sure the content is accurate. It is highly recommended that speakers use a headset when recording as
this will save valuable time when editing the captions.

For additional resources relating to MSU MediaSpace go to: https://mediaspace.msu.edu/help.

Uploading a Video to MediaSpace

1. Goto https://mediaspace.msu.edu/
2. Inthe top right corner of the screen click on the Guest drop down menu and select Login.

F‘.\ MICHIGAN STATE UNIVERSITY SEARCH ADDNEW (1) GuEsT

My Media

Kaltura MediaSpace

My Playlists

Public Media ¥ MSUMedia ¥  Channels My Media Help #) Login e

3. Login with your NetID and Password (what you use to login to EBS).
4. Inthe Add New drop down menu (found at the top of the screen) select Media Upload.

ﬁ\ MICHIGAN STATE UNIVERSITY seARCH (1) ADDNEW GWYN ANN SHELLE

5 ff Media Upload 2
Kaltura MediaSpace
# YouTube
Public Media v MSU Media v Channels My Media Help @ KalturaCapture

® LiveEvent

Kaltura MediaSpace’s Default Transcoding Profile is changing on @ Video Quiz

5. Choose a file to upload. If you are uploading a Zoom recording, the .mp4 file will be found in a folder called
Zoom in your Documents area. Zoom automatically creates this folder when you record a Zoom meeting or
webinar. A sample is shown below.

- v % > This PC > Documents > Zoom l
™ T Name
= This PC = A
—— Y Il find 2020-03-09 11.58.29 MSU Extension Interview Broadcast 727301270
] jects ou will Tinda your
N Ji Yy 2020-03-05 14.46.06 MSU_Michigan Equine Industry Planning Meeting 491698...
m Desktop recordings In your

2020-03-04 11.50.40 Introduction to Lakes - Ask an Expert 2020 239771804
2020-03-02 17.53.47 Gwyn Ann Shelle's Personal Meeting Room 5174325131
2020-02-27 09.32.34 Gwyn Ann Shelle's Personal Meeting Room 5174325131
2020-02-21 14.57.55 Gwyn Ann Shelle’s Personal Meeting Room 5174325131

= Pictures 2020-02-20 13.03.09 Gwyn Ann Shelle’s Personal Meeting Room 5174325131
& Videos by date and title 2020-02-20 09.46.37 MNFI Presentation 971656910

2020-02-19 11.32.06 Introduction to Lakes - Ask an Expert 2020 239771804
2020-02-19 10.00.18 How to Help Clients with Questions _February 19, 2020 .

3 Documents DOcuments areain a
& Downloads folder titled Zoom
b Music Recordings are
organized in folders

£.05(C)

= ANID Charn /S
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In your Zoom folder you may see several files including an audio only file, a text file with the chat history, and at
least one .mp4 file. If you see multiple .mp4 files it is because the meeting was started and stopped more than
once.

Documents » Zoom » 2020-03-09 11.58.29 MSU Extension Interview Broadcast 727301270

A

ents ~ [ Name Date modified Type
|8| audio_only.m4a 3/9/2020 1:32 PM M4A File
[Webinar Recordings 9] audio_only_1.m4a 3/9/2020 1:40 PM MA4A File
r Update =| chat.txt 3/9/2020 1:26 PM Text Document
versity | meeting_saved_chat.txt 3/9/2020 1:26 PM Text Document
|@] playback.m3u 3/9/2020 1:40 PM M3U File
; zoom_0.mp4 3/9/2020 1:32 PM MP4 Video File (VLC)
;‘. zoom_1.mp4 3/9/2020 1:40 PM MP4 Video File (VLC)

6. As thefileis uploading enter a name in the Name field.

7. Select the option for Unlisted. This will allow you to share the link with others. If you choose to make the video
private, others will not be able to view the video.

8. Select the Save Button.

9. Once thefile is uploaded, click the link for “Go To Media.”

10. You will be brought to a screen that is displaying your video — please note that longer videos may take several
minutes for processing.

11. Scroll down and select the Share tab. You will then see a URL that you can share with others.

Michigan
Natural

A MICHIGAN STATE |

LNIVLRSI1Y|EXtenSIon

[nventory

Discover. Define. Deliver.

MNFI Field Season Highlights 2019

Gwyn Ann Shelle

Link to Media Page Embed oEmbed Em

e: https://mediaspace.msu.edu/media/MNFI+Field+Season+Highlig

Start & End Startat 00:00:00 © End at 00:00:00 O
Time:
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Trimming Your Video

You can use the Trim Video tool in MediaSpace to delete a portion of the beginning and end of a video. This is helpful

when the recording is started before the Zoom meeting or webinar begins.

1. Login to MediaSpace: https://mediaspace.msu.edu/
2. Select My Media.

ﬁ MICHIGAN STATE UNIVERSITY SELE] qp SRR

Kaltura MediaSpace
Public Media v MSU Media v  Channels My Media Help

Kaltura MediaSpace's Default Transcoding Profile is changing on

3. Select the Title of the uploaded video that you want to trim.

GWYN ANN SHELLE

O Preventing Perinatal Hepatitis B Virus (HBV)
TR CTIONS FOR N ERINAR PARTICIPATION Transmission in Birthing Facilities
‘GETTING STARTED HOW TO ASK QUESTIONS
* The webinar will sart soon u.mmnmunmum
= Audio is through your computer speakers or A
headses - you may 2 A box will open
Owner » on March 5th, 2020 >3 ®
O Home Based Business-Marketing Your
m— Product
Michigan
Home Based Food Business
MARKETING
| msue \ \ cottagefood | [ aabi |
Co-Editor e on March 2nd, 2020 » 3 ®0

4. Inthe Actions drop down menu select Edit.

ACTIONS ~

# Edit

@ Publish
S+ Add to playlist

s Analytics

Order Captions

Caption Requests

& + +

Launch Editor

@ Delete
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5. Select the Launch Editor button (found towards the bottom-right side of the video).

Gwyn Shelle

@ Launch Editor

6. Setarange in terms of when the video should start and end. Select the Save button. This will replace the existing
video. However, the original video will still be stored in the location that the file was uploaded from.

Video Editor @ Sample Editing Save 9 = save

[ Media coce v an T

Sample Editing

Creator: Gwyn Ann Shelle
Last update: 3/11/20

Edit Start
Time

00:00 « p -EditEnd
Time
: OBP18.01 9 D W A0 A

Bt = =—
T
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Ordering Closed Captions in MediaSpace

The first step is to order your machine captions.

1. Login to mediaspace.msu.edu and go to My Media.

'R MICHIGAN STATE UNIVERSITY

Kaltura MediaSpace 1

Public Media ~ MSU Media ~ Channels My Media Help

On May 24, 2020, Kaltura Mediaspace captioning service will be upgraded from REACH v1 to REACH v2,

My Media

Filters > Search In: All Fields v Sort By: Creation Date - Descending

- Clip of 4-H-International-Conversation-Zichen-China-June-5-2020

2. Click on the title of the video you wish to order captions for.

Filters > Search In: All Fields v Sort By: Creation Date - Descending v

Clip of 4-H-International-Conversation-Zichen-China-June-5-2020

Welcome to an International Conversation
with Zichen from China.

Calming Jar Video

How to make and use a calming jar to help your child handle strong emotions.

Group Co-Editor = on June 23rd, 2020 > L 4
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3. Once the video is open, go to the Actions drop down menu and click on + Captions & Enrich.

SHOUT OUTS
EVERYON 8

Please type your shout outs into the chat box -
remember to send to “all panelist and attendees”.

Related Media

NoEntries

CYI-All-Staff-Webinar-Recording-June-16-2020 b3 ®

Alan Pilkento:

< Share Q ACTIONS ~

&
No description provided Q)

SorTent 4+ Caption &Enrich

@ Launch Editor

@ Delete

4. The Existing Requests and Order Captions and Enrichment Services sections will appear. Scroll down to the Order

Captions and Enrichment Services section. Ensure that the Source Media Language is correct (English most likely). Select
the Submit button to order your captions.

CYI-All-Staff-Webinar-Recording-June-16-2020

Alar Plcznsorn,

Details < Share Q ACTIONS -

Existing Requests

No requests were found x

Order Captions & Enrichment Services

Dutch, French, German, Italian, Portuguese, Spanish, Chinese - Mandarin, Chinese - Cantonese). Please select

Service Source Media Lsnguage:

Machine v English

Feature:

Captions v
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5. After captions are ordered, you will be able to see their status in the Existing Requests section. You will receive a
notification email when your captions are done processing.

For additional guidance, please refer to Requesting and Ordering Captions and Enrichment Services through the
KMS/KAF - REACH v2.

Editing Closed Captions in MediaSpace

1. Login to mediaspace.msu.edu, then navigate to My Media.

ALAN PILKENTON

{& MICHIGAN STATE UNIVERSITY 1

Kaltura MediaSpace

Public Media v MSUMedia v Channels  MyMedia  Help

On May 24, 2020, Kaltura Mediaspace captioning service will be upgraded from REACH v1 to REACH v2,

My Media

Q

ACTIONS ~

MI-4-H-State-Awards-Program-2020

s |
Owner = onJune 26 > L]
CYI-ALL_STAFF-Webinar-June-23-2020 s 0
CUNLT NLTS M—

2. Click on the title of the video you wish to edit captions for to open it.

& MICHIGAN STATE UNIVERSITY

ALAN PILKENTON

Kaltura MediaSpace

Public Media v MSUMedia v Channels MyMedia  Help

On May 24, 2020, Kaltura Mediaspace captioning service will be upgraded from REACH v1 to REACH v2,

My Media o
Q
Filters e e v ort By: Creation v = = == ACTIONS v
O MI-4-H-State-Awards-Program-2020 4 .
. »ow
CYI-ALL_STAFF-Webinar-June-23-2020 7 8
CUALT OUTC  —
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3. Click on the “Actions” dropdown menu and choose “Caption & Enrich”.

[Betty Jo:]Good evening and welcome to the 2020 Michigan 4H state awards recognition program, complete with covert 19 social distancing

precautions. My name is Betty Jo Krosniki, and | am one of the co-chairs for this events as we began planning after last year's exploration days, so that
delegates would be able to attend two sessions of classes in 2020, little did we know how important the zoom interviews and programming would

become? We're very pleased that you are joining us for this celebration as we salute the Michigan 4H state award delegates for their outstanding
accomplishments. Your MC's for this evening. Our two 4-H alumniwho have been active in their counties and on the state level, including Michigan 4-H
state awards. They will introduce themselves and tell you a little about their experience. [Savannah:] I'm Savannah Mauk from Eton County. This is my
eighth year in 4-H, | have participated in the state awards program for the past four years. | was the 2016 junior Technology and Engineering Award

winner, and 2017, Junior Birds and Poultry Science Award Winner. 4-H and state awards has truly set me up for success in all aspects of my life as | will

be the upcoming Michigan FFA region one Vice President, this fall. | am honored to be one of your MC's this evening. [Nathan:]My name is Nathan
Lawrence and | am from both Midland and Gratiot counties. There | competed at the fair with small animals and a variety of still exhibits. | also <

MI-4-H-State-Awards-Program-2020 >0 @0

From Alan Pilkenton on June

@ Attachments % Share Q ACTIONS ~

# Edit
No description provided @ Publish
=+ Addt

Lt Analy

Comme

+ Caption &Enrich

-3

Launch Editor

M Delete

4. Scroll down to the “Existing Caption Requests” section and select the pencil (edit icon) next to the completed caption
request.

state awards. They will infroduce themselves and tell you alittle about their experience. [Savannah:] I'm Savannah Mauk from Eton County. This is my
eighth year in4-H, | have participated in the state awards program for the past four years. | was the 2016 junior Technology and Engineering Award

winner, and 2017, Junior Birds and Poultry Science Award Winner. 4-H and state awards has truly set me up for success in all aspects of my life as | will

be the upcoming Michizan FFA region one Vice President, this fall. | am honored to be one of your MC's this evening. [Nathan:]My name is Nathan
Lawrence and | am from both Midland and Gratiot counties. There | competed at the fair with small animals and a variety of still exhibits. | alsa 4

MI-4-H-State-Awards-Program-2020 PO B0

From Alan Pilkenton on June

Details @ Attachments <% Share Q ACTIONS ~

Existing Requests

REQUESTDATE v SERVICE FEATURE LANGUAGE STATUS

June 26th, 2020 Machine Captions English ® Completed & >

Order Captions & Enrichment Services
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5. This will open the Closed Captions Editor and you can make any necessary changes to your captions.

Closed Captions Editor

Captions | English - English v
Q| searchin Captions Replace with
Add Speaker to selected items
00:00:05,870 00:00:08.159 [Betty Jo:]Good evening and welcome to

00:00:10,110 the 2020 Michigan 4H

State Awards
Program
2020

00:00:12,600 state awards
recognition program,

> ¢ Autoscroll

00:00:12,600 00:00:14,640 complete with covert 19

00:00:17,025 social distancing
precautions.

6. In the “Closed Cation Editor” you can click in each caption text box and edit the text. Click the play button to watch
and listen to the video, click pause if you need to edit the text.

Closed Captions Editor
Captions | English - English

Q| searchin Captions Replace with

Add Speaker to selected items

[Betty Jo:1Good evening and welcome to

the 2020 Michigan 4H
State Awards

Program
2020

00:00:12,600
G Autoscroll
0:00-12,600 00:00-14.640 complete with covert 19
00:00:14,640 00:00:17,025 social distancing

precautions.

7. Once you are finished, click the Save button located in the top right corner and your captions will be updated.

For additional guidance, please refer to Editing Captions — REACH v2 and REACH v2 Captions FAQ.
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