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Bongo - Synchronous (limit of 150 participants),

Software Overview

Bongo is an online learning technology that provides video conferencing through Desire 2 Learn.
Bongo’s Virtual Classroom feature is accessible through Learn to create synchronous meetings with
individuals or groups in course. Bongo allows the host to save and post recorded sessions. During a
meeting, Bongo allows screen sharing, whiteboard annotations, file uploads and presentations.

Additionally, Bongo has breakout rooms and poll functions, which are great for synchronous learning.

Bongo has many great features that make it a favorable learning technology. Firstly, Bongo is
accessible through Learn and does not require an account creation, registration or any additional user
information. Bongo is available for every course through Learn and keeps meetings for each course
separate, which helps keep users organized. Additionally, Bongo is very flexible as it allows the host to
invite external participants, who are not registered in the course, to the meeting. Further, Bongo makes
recording meetings easy as it gives the host the ability to automatically record the meeting, as well as the
ability to start and stop the recording throughout the meeting. All recordings are done internally through
Bongo, and require no external technologies. Recorded meetings can be automatically published, which
creates a URL for the host to share with participants, where the meeting recording is available as well as
meeting slides, chats and files. Recorded meeting content can also be easily downloaded and uploaded to
Learn, if the host has chosen not to publish the content. In addition to recorded meetings, Bongo has a
breakout rooms function that allows the host to create separate spaces for group individuals, which
promotes group activities that may have been done during in person lessons. Lastly, Bongo allows for
meetings to be repeated weekly for upto 15 weeks, which makes scheduling easier and less time

consuming.

Although Bongo is a great learning technology, it also has limitations, For example, Bongo
meetings have a limit of 150 users in a meeting and a time limit of 240 minutes per meeting. Additionally,

Bongo does not allow the host to enter the meeting before the meeting start time.

Department of Management Sciences - Faculty of Engineering 7




Access Bongo Through Learn

Tutorial Video: Click here to learn how to access Bongo through Learn.

Note: The supported browsers to access the full functions of Bongo are Chrome, Microsoft Edge
(Chromium) and Firefox. Your Internet browser must be up-to-date (installed or updated within the last
month).

1. Login to your Learn Account.
2. On the Learn homepage, click on the course you want to access Bongo for.

00

WATERLOO gs = Nisubtab Gisdest
LEARN o= o o @

Calendar Pebble+ Self Registration UW Resources ¥ Course Request Help

SYSTEM ALERT Check My System

Alert History

Computer

Courses and Communities Requirements

All 1205 - Spring 2020 1201 - Winter 2020 1199 - Fall 2019 1195 - Spring 2019 >

— Details | Full Computer Requirements
4 - -
" B - -0
: A h(ins\ A Announcements -
2017 Incoming PD 7 Online - Spring Co-op Student Training A look at the textbook
Engineering Students 2020 - Sandbox x

Community 1205
“Ongoing Encle B¢

5 Posted May 22, 2020 1:21 PM to
12:00 AM

Co-op Student Training - Sandbox

3. Once you have entered the course, click on the downwards arrow next to the “Connect” button.
4. A dropdown list will appear. Click on “Virtual Classroom”.

1

WA&EAghoo Co-op Student Tr#ning - Sandbox g8 =

Course Home Content Grades Connect v Submit v Resources v Reports Course Ac

Classlist

Discussions 2

Co-op Stude s Sandbox

Chat

Virtual Classroom

WebEX v

Click Here to access WebEX

Department of Management Sciences - Faculty of Engineering 8



https://youtu.be/92XfUqW5YAM

5. You are now in Bongo and you can view all your meetings.

WA;_E\EhOO Co-op Student Training - Sandbox B =2 A m Mauttas Qe 07

Course Home Content Grades Connect~ Submit~ Resources v Reports Course Admin Help

Active Meetings

No active meetings yet

Recorded Meetings

Title Actual Start Time

Test Meeting 2 5/21/2020, 217 PM
Debate 2 5/21/2020,1:49 PM
Debate 1 5/21/2020,1:27 PM
Test Meeting 5/20/2020, 2:04 PM

End Time

5/21/2020, 2:36 PM

5/21/2020, 2:06 PM

5/21/2020,1:32 PM

5/20/2020,2.19 PM

Status

Actions

Department of Management Sciences - Faculty of Engineering




Schedule A Meeting in Bongo

Tutorial Video: Click here to learn how to schedule a meeting in Bongo.
Note: Please note that the maximum possible number of users in a Bongo meeting is 150, so if your class
size is greater than that you can explore the other synchronous learning technologies we have

recommended.

1. Open Bongo for the course you want to schedule a meeting for. (See How To Access Bongo Through
Learn).

2. Click on the red “+” icon in the bottom right hand corner.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Active Meetings

No active meetings yet

Recorded Meetings

Title Actual Start Time End Time Status

Test Meeting 2 5/21/2020,2:17 PM 5/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM 5/21/2020,2:06 PM v
Debate 1 6/21/2020,1:27 PM 5/21/2020,1:32 PM v
Test Meeting 5/20/2020,2:04 PM 5/20/2020,2:19 PM v

POWERED BY

bongo o

3. A “Schedule Meeting” page will appear. Fill in the required information. For a more detailed
explanation of each option listed on this page, watch the tutorial video here.

Schedule Meeting
Title (required

Meeting Date (required]

— Required
Meeting Time (required]

[ Now

Max duration

60

—  Default
Repeat weekly for

Does not repeat

|
}
[0 Automatically record meeting
Publish recorded meeting ‘
[ Allow external participants — Optional

@ Please note that maximum possible amount of users in this meeting is 150

SAVE

Department of Management Sciences - Faculty of Engineering 10



https://youtu.be/GZ1iKp6KFbM
https://youtu.be/GZ1iKp6KFbM

4. Once the meeting details are correct, click “Save”.

Schedule Meeting

Title (required)
Test Meeting 3

Meeting Date (required)
5/26/2020

Meeting Time (required)
12:00 AM

O Now

Max duration
60

Repeat weekly for

Does not repeat

O Automatically record meeting
Publish recorded meeting
Allow external participants

Invite entire class

@ Please note that maximum possibl unt of users in this meeting is 150

5. The meeting will appear under the “Active Meetings” title.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Active Meetings

No active meetings yet

Recorded Meetings

Title

Actual Start Time End Time Status
Test Meeting 2 5/21/2020,2:17 PM §/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM §/21/2020, 2:06 PM v
Debate 1 5/21/2020,1:27 PM §/21/2020,1:32 PM v
Test Meeting 5/20/2020, 2:04 PM §/20/2020, 219 PM v

POWERED BY

bongo

Department of Management Sciences - Faculty of Engineering
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Edit a Meeting in Bongo

Tutorial Video: Click here to learn how to edit a meeting in Bongo.

Note: It is important to note that you cannot edit or delete any meetings for which the meeting start date
and time has already passed even if you did not actually start the meeting or enter the meeting.

1. Open Bongo for the course you want to edit a meeting for. (See Access Bongo Through Learn).

2. Click on the three dots under the “Actions” column for the meeting that you wish to edit.

Active Meetings

Title

Test Meeting 3 §/27/2020,12:00 AM

Recorded Meetings

Title Actual Start Time End Time Status Actions

Test Meeting 2 5/21/2020,217 PM 5/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM 5/21/2020,2:06 PM v
Debate 1 5/21/2020,1:27 PM 5/21/2020,1:32 PM v
Test Meeting 5/20/2020,2:04 PM 5/20/2020,2:19 PM v

bongo ©

3. A drop down menu will appear. Click on the “Edit” option.

Active Meetings

Title

Test Meeting 3 5/27/2 5] Launch
2 MIHJW/
Recorded Meetings

Title Actual Start Time End Time 7/ Edi

Test Meeting 2 5/21/2020,217PM  5/21/2020,2:36 Pl O cancel

Debate 2 5/21/2020, 1:49 PM 6/21/2020, 2:06 PM v

Debate 1 5/21/2020,1:27 PM 5/21/2020,1:32 PM v

Test Meeting 5/20/2020, 2:04 PM §/20/2020,2:19 PM v

Department of Management Sciences - Faculty of Engineering 12



https://youtu.be/-H6kO1g7M_k

4. The edit meeting page will appear. Edit any of the details of your meeting.

Edit Meeting

Title (required)

Test Meeting 3

Meeting Date {required)
6/27/2020

Meeting Time (required)

12:00 AM
O Now

Max duration
60

O automatically record meeting
[J publish recorded meeting
[ Allow external participants
O invite entire class

@ Flease note that maximum passible amount of users in this meeting is 150

5. Once all the edits are made, click “Save”.

Edit Meeting

Title (required)

Test Meeting 3

Meeting Date (required)
5/27/2020

Meeting Time  (required)

12:00 AM

O Now

Max duration

60

[0 Automatically record meeting
[ Publish recorded meeting
[ Allow external participants
O invite entire class

@ Piease note that maximum possibigilihount of users in this meeting is 150

Department of Management Sciences - Faculty of Engineering 13




Delete a Meeting in Bongo

Tutorial Video: Click here to learn how to delete a meeting in Bongo.

Note: It is important to note that you cannot edit or delete any meetings for which the meeting start date
and time has already passed even if you did not actually start the meeting or enter the meeting.

1. Open Bongo for the course you want to edit a meeting for. (See Access Bongo Through Learn).

2. Click on the three dots under the “Actions” column for the meeting that you wish to delete.

Active Meetings

Title

Test Meeting 3 §/27/2020,12:00 AM

Recorded Meetings

Title Actual Start Time End Time Status Actions

Test Meeting 2 5/21/2020,217 PM 5/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM 5/21/2020,2:06 PM v
Debate 1 5/21/2020,1:27 PM 5/21/2020,1:32 PM v
Test Meeting 5/20/2020,2:04 PM 5/20/2020,2:19 PM v

bongo ©

3. A drop-down menu will appear. Click on the “Cancel” option.

Active Meetings

Title A Scheduled At

Test Meeting 3 S2UA 51 | aunch

2 +&  Manage Invites
Recorded Meetings

© Ccancel

Test Meeting 2 5/21/2020,2:17 PM 5/21/2020,2:36 P1

Debate 2 5/21/2020,1:49 PM 5/21/2020, 2:06 PM v
Debate 1 5/21/2020,1:27 PM 5/21/2020,1:32 PM v
Test Meeting 5/20/2020, 2:04 PM 5/20/2020,2:19 PM v

Department of Management Sciences - Faculty of Engineering 14



https://youtu.be/-H6kO1g7M_k

4. A confirmation box will appear. Click “Yes, Cancel Meeting”.

Confirm Meeting
Cancel

Are you sure you want to cancel this
meeting?

NO

YES, CANCEL MEETING

Department of Management Sciences - Faculty of Engineering 15




Invite Participants to A Bongo Meeting

Tutorial Video: Click here to learn how to invite participants to a Bongo meeting.

Option 1: While Scheduling A Meeting

1. When scheduling a meeting, on the “Schedule Meeting” page, you will see that you have two options

in regard to the participants of your meeting, labelled as “Optional” in the image below. The first option is
to allow external participants. This will generate an invitation link that you can provide to any participants
who are not in your class, but you would like to have in your meeting. Your second option is to invite the
entire class, which means all the class members will be invited to the meeting. It is important to note that
if you choose to invite your entire class you will not be able to go back and edit the participants of the
meeting. You can select one or both or none of these options.

Schedule Meeting

Title (required;

Meeting Date (required) = Required

Meeting Time (required)

O Now
Max duration

- L Default

Repeat weekly for
Does not repeat

Automatically record meeting

Publish recorded meeting
— Optional

Allow external participants

Invite entire class

@ rlease note that maximum possible amount of users in this meeting is 150

SAVE

2. Click “Save”.

Schedule Meeting

Title (required)

Test Meeting 3

Meeting Date (required)
5/26/2020

Meeting Time (required)

12:00 AM

O Now

Max duration
60

Repeat weekly for
Does not repeat

Automatically record meeting

Publish recorded meeting

Allow external participants
Invite entire class
@ Fiease note that maximum possibl unt of users in this meeting is

Department of Management Sciences - Faculty of Engineering 16



https://youtu.be/qgrWt_4OUTQ

Option 2: After Scheduling A Meeting

A: Inviting External Participants

1. If you selected the allow external participants option when scheduling your meeting, you can share the
external link to your meeting with these participants by clicking on the three dots under the actions
column.

Active Meetings

Title

Test Meeting 3 §/27/2020,12:00 AM

Recorded Meetings

Title Actual Start Time End Time Status Actions

Test Meeting 2 5/21/2020,2:17 PM 5/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM 5§/21/2020,2:06 PM v
Debate 1 5/21/2020,1:27 PM 5§/21/2020,1:32 PM v
Test Meeting 5/20/2020,2:04 PM 5/20/2020,2:19 PM v
POWERED BY
bongo ©

2. Click on the copy external link button. The link can now be pasted and shared to external participants.

B: Editing Participants

1. If you chose the entire class option, your entire class will automatically be invited to the meeting.

2. If you did not choose to invite your entire class to the meeting, you click on the three dots under the
actions column.

Active Meetings

Test Meeting 3 §/27/2020,12:00 AM

Recorded Meetings

Title Actual Start Time End Time Status Actions

Test Meeting 2 5/21/2020,2:17 PM 5/21/2020,2:36 PM v
Debate 2 5/21/2020,1:49 PM 5§/21/2020,2:06 PM Vv
Debate 1 5/21/2020,1:27 PM 5/21/2020,1:32 PM v
Test Meeting 5/20/2020,2:04 PM 5/20/2020,2:19 PM v
POWERED BY
bongo @

Department of Management Sciences - Faculty of Engineering 17




3. Click on the “Manage Invites” option.

Active Meetings

Title AN Scheduled At

Test Meeting 3 5/27/2| 5] Launch /
42 Manage Invites

Recorded Meetings -

Title Actual Start Time £nd Time 7 Edit
@ cancel

Test Meeting 2 5/21/2020,217PM  6/21/2020,2:36 Pl

Debate 2 5/21/2020,1:49PM  5/21/2020,206PM

Debate 1 5/21/2020,1:27PM  5/21/2020,132PM

Test Meeting 5/20/2020,204PM  5/20/2020,219PM

4. The manage participants page will appear. On the left-hand side you will see all of the participants
available and on the right-hand side you will see all the participants invited. To move individuals from
one column to the other all you need to do is click on their name.

Manage Meeting Invites

Available

All

o Test Student

SYNC ROSTER SAVE

Department of Management Sciences - Faculty of Engineering 18




5. Click “Save”.

Manage Meeting Invites

Available Invited

All All

@ Test Student

SYNC ROSTER SAVE

Department of Management Sciences - Faculty of Engineering 19




Screen Record Your Meeting

Tutorial Video: Click here to learn how to screen record your meeting in Bongo.

Option 1: While Scheduling A Meeting

1. When you are scheduling a meeting, select the “Automatically Record Meeting” option to
automatically begin recording the meeting when it starts. It is very useful to select this option if you have
the tendency to forget to record your meetings. If you choose this option you will still be able to stop and
restart your recording as you wish throughout the meeting.

Edit Meeting

Meeting Date ({required)
5/27/2020

Meeting Time (required)
12:00 AM

O Now
Max duration
60

[ Automatically record meeting
[J Publish recorded meeting

[ Allow external participants
1 ivits antie lass

@ Please note that maximum possible amount of users in this meeting is 150

SAVE

2. Select the “Publish Recorded Meeting” option if you wish to generate a URL link that can be shared, to
access the meeting content afterwards. If you do not select this option you will still have the ability to
download your recorded meeting and then share and upload it as you wish. However if you do plan on
sharing your recorded meeting, we recommend selecting this option because downloading and
reuploading may cause you to run into issues later on.

Edit Meeting

Title (required)

Test Meeting 3

Meeting Date (required)
5/27/2020

Meeting Time (required)
12:00 AM

O nNow

Max duration
60

[ Automatically record meeting

[ Publish recarded meeting

[ Allow external participants

Department of Management Sciences - Faculty of Engineering 20



https://youtu.be/rPJuTifTiTE

3.After you have selected which options you would like to go with, click “Save”. You will still have the
ability to edit these settings after scheduling the meeting. See “How To Edit or Delete A Meeting in
Bongo”.

Edit Meeting

Test Meeting 3

Meeting Date (required)
5/27/2020

Meeting Time (required)
12:00 AM

O Now
60
[0 Automatically record meeting

[ Publish recorded meeting

[ Allow external participants

Option 2: During A Meeting
1. Click on the “Not Recording” button at the top of the meeting screen. The button will now say
“Recording”.

Test Meeting 3 @ Not recording

RI® IV

Tutorials/Tutoriales/Anleitunge < ngoleamn com/virtualclassroom

Slide1 § >

Department of Management Sciences - Faculty of Engineering 21




2. To stop recording, click on the “Recording” button.

Test Meeting 3

R ®JV

Tutorials/Tutoriales/Anleitunge < ngolearn com/virtualclassroom

Slide1 5 >

3. A confirmation page will appear. Click “Stop Recording”.

Stop Recording...

Are you sure you want to stop recording this meeting?

STOP RECORDING

Department of Management Sciences - Faculty of Engineering 22




4. Once you leave your meeting you will see that your recorded meeting has appeared under the Recorded
Meetings title.

Active Meetings

Title A Scheduled At

Test Meeting 3 5/26/2020,12:00 PM

Recorded Meetings

Title Actual Start Time End Time Status Actions

Test Meeting 4 5/25/2020,3:23 PM §/25/2020, 3:26 PM v
Test Meeting 2 5/21/2020,2:17 PM §/21/2020, 2:36 PM v
Debate 2 5/21/2020, 1:49 PM §/21/2020, 2:06 PM v
Debate 1 5/21/2020,1:27 PM §/21/2020,1:32 PM v
Test Meeting 5/20/2020, 2:04 PM 6/20/2020, 219 PM v

. POWERED BY a
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Screen Share in A Bongo Meeting

Tutorial Video: Click here to learn how to screen share in a Bongo meeting.

1.0nce in the meeting, click on the farthest right icon of the computer screen.

Test Meeting 3 @ Not recording

R®g v

2. Select a screen sharing option.
a. Entire Screen: Shares the entire screen

Share your screen

bongo-ca-vc-42.youseeu.com wants to share the contents of your screen. Choose what you'd like to
share.

Your Entire Screen Application Window Chrome Tab

Cancel Share

Department of Management Sciences - Faculty of Engineering 24



https://youtu.be/WC8VEe54TLA

b. Application Window: Only shares the chosen window

Share your screen

bongo-ca-vc-42.youseeu.com wants to share the contents of your screen. Choose what you'd like to
share.

Your Entire Screen Application Window Chrome Tab

‘o Test Meeting 3

Cancel Share

c. Chrome Tab: Only shares the chosen tab

Share your screen

bongo-ca-vc-42.youseeu.com wants to share the contents of your screen. Choose what you'd like to

share.

Your Entire Screen Application Window Chrome Tab

()} Test Meeting 3

Bongo: meeting lobby page
(E) Virtual Classroom - Co-op Student Training - Sandbox
Es] Project Tracker - Google Sheets

Bongo - Google Drive

0 e R

How To Screen Record Your Meeting - Google Docs

Cancel Share

Department of Management Sciences - Faculty of Engineering 25




3. Click on “Share”. The screen sharing has now started.

Share your screen

bongo-ca-vc-42.youseeu.com wants to share the contents of your screen. Choose what you'd like to
share.

Your Entire Screen Application Window Chrome Tab

Test Meeting 3

Bongo: meeting lobby page

Virtual Classroom - Co-op Student Training - Sandbox
Project Tracker - Google Sheets
{. Bongo - Google Drive

E How To Screen Record Your Meeting - Google Docs

4. To view your presentation, while still screen sharing, click “View Presentation”.

Test Meeting 3 @ Not recording

o
|

] VIEW PRESENTATION 11 PAUSE SCREENSHARE

® ¢ =

Department of Management Sciences - Faculty of Engineering
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5. To return to the view of the screen share, click “View Screen Share”.

Test Meeting 3 @ Not recording

[2) VIEW SCREENSHARE

0 %

6. To pause the screen share, click “Pause Screen Share”.

Test Meeting 3 @ Not recording

L
A

[ VIEW PRESENTATION 11 PAUSE SCREENSHARE

® = @
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7.To resume the screen share click “Resume Screen Share”.

Test Meeting 3 @ Not recording

L
A

[ VIEW PRESENTATION » RESUME SCREENSHARE

0 1Y 74|

8. To stop the screen share click “Stop”.

B3 Sharing this tab to bongo-ca-vec-42.youseeu.com

Department of Management Sciences - Faculty of Engineering 28




Upload A Presentation To A Bongo Meeting

Tutorial Video: Click here to learn how to upload a presentation to a Bongo meeting.

1. Click on the plus icon in the bottom left hand corner of your screen.

Test Meeting 3 @ Not recording

2. Select the upload a presentation option.

Test Meeting 3 @ Not recording

) Breakout rooms
Mute all
Initiate a poll

(i Upload a presentation

Department of Management Sciences - Faculty of Engineering 29



https://youtu.be/JwA5ptjdFVc

3. Upload or drag the file from your computer.

Presentation Cancel m

As a presenter, you have the ability of uploading any office document or PDF
file. We recommend for the best results, to please upload a PDF file.

0 default.pdf ©

Drag files here to upload
or browse for files

4. Make sure the correct presentation is selected, and click “Start”.
Presentation cancel [ /

As a presenter, you have the ability of uploading any office document or PDF
file. We recommend for the best results, to please upload a PDF file.

[7) Test Slides.pptx To be uploaded... ]
0 default.pdf O

Drag files here to upload
or browse for files

Department of Management Sciences - Faculty of Engineering 30




Use the Chat Feature During A Bongo Meeting

Tutorial Video: Click here to learn how to use the chat feature during a Bongo meeting.

Public Chat
1. Click on the chat icon in the top left-hand corner of your screen.

Test Meeting 3 (® Not recording

Tutorials/Tutoriales/Anleitunge ¢ mgolearn com/virtualclassroom

Slide1 § >

2. The chat window will open. Type out your message in the textbox.

< Public Chat Test Meeting 3 (® Not recording

Welcome to Test Meeting 3!

Use a headset to avoid causing
background noise for others.

To join using the phone, dial

+1 (647) 930-9454 Canada - Ontario
+1 (514) 900-5431 Canada - Quebec
+1 (778) 771-4863 Canada - British
Columbia

and enter 16978# when prompted

Please check that the area code
matches your region. Charges may
apply.

N
D)
©)

< Slide1 3 >
Send file., /
Hello e

Ly o) Y (] =
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https://youtu.be/0KoRaJfAeLo

3. Click the send icon.

< Public Chat

Test Meeting 3 @ Not recording

Welcome to Test Meeting 3!

Use a headset to avoid causing
background noise for others

To join using the phone, dial

+1 (647) 930-9454 Canada - Ontario
+1 (514) 900-5431 Canada - Quebec
+1 (778) 771-4863 Canada - British
Columbia

and enter 16978# when prompted.

Please check that the area code
matches your region. Charges may
apply

R ®JVY

{ Slidel1s >

Send file.

Hello

4. The message has been sent in the public chat.

< Public Chat Test Meeting 3 @ Not recording

Welcome to Test Meeting 3!

Use a headset to avoid causing
background noise for others.

To join using the phone, dial

+1 (647) 930-9454 Canada - Ontario
+1 (514) 900-5431 Canada - Quebec
+1 (778) 771-4863 Canada - British
Columbia

and enter 16978# when prompted.

Please check that the area code
matches your region. Charges may
apply.

m Mauhtab Qaderi —

Hello

>
¥,
®

{ Slide1s >

Send file.
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5. To send a file, click “Send File”.

{ Public Chat

Test Meeting 3 @ Not recording

Welcome to Test Meeting 3!

Use a headset to avoid causing
background noise for others

To join using the phone, dial

+1 (647) 930-9454 Canada - Ontario
+1 (514) 900-5431 Canada - Quebec
+1 (778) 771-4863 Canada - British
Columbia

and enter 16978# when prompted.

Please check that the area code
matches your region. Charges may
apply.

N® IV

/ < Slide1s >

Send file.

< Public Chat

Test Meeting 3 @ Not recording

Welcome to Test Meeting 3!

Use a headset to avoid causing
background noise for others

To join using the phone, dial

+1 (647) 930-9454 Canada - Ontario
+1 (514) 900-5431 Canada - Quebec
+1 (778) 771-4863 Canada - British
Columbia

and enter 16978# when prompted

Please check that the area code
matches your region. Charges may
apply.

RI® TV

m Mauhtab Qaderi
Hello

m Mauhtab Qaderi /
File Presentation1.pptx

Send file

{ Slide1s >
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Private Chat
1. Click on the user list icon in the top left-hand corner of your screen.

Test Meeting 3 @ Not recording

Tutorials/Tutoriales/Anleitunge < > ngolearn com/virtualclassroom

Test Meeting 3 @ Not recording

Public Chat

g ,
@ Mauhtab Qaderi (You)

{ Slide15s >
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Mute Participants During A Bongo Meeting

Tutorial Video: Click here to learn how to mute participants during a Bongo meeting.

1. Click on the plus icon in the bottom left hand corner of the screen.

Test Meeting 3 @ Not recording

Slide1 ¢

2. Select the “Mute All” option. To undo this action, click on the same plus icon and select “Unmute All”.

Test Meeting 3 @ Not recording

Mute all

= Initiate a poll Tutosials/Tutoriales/Anleit
utorials/Tutoriales/Anleitunge

= ) ‘ * < Slide1 %

5+ Upload a presentation
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Draw/Annotate During A Bongo Meeting

Tutorial Video: Click here to learn how to draw/annotate during a Bongo meeting.

1. Click on the Tools icon.

Test Meeting 3 (® Not recording

NHORVIR

2. A toolbar with different icons will appear. Select which tool you wish to use.

Test Meeting 3 @ Not recording

N ® J VYV

< Slide1s >
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3. When selecting the pencil tool, two new options will appear.
a. Select the thickness of the pencil.

Test Meeting 3 (®) Not recording

R ®J Nl

{ Slide1§ >

b. Select the colour of the pencil.

Test Meeting 3 @ Not recording

{ Slide1s >

4. Move your cursor to the slides to start drawing/annotating.
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5. To undo a drawing/annotation, click the Undo button.

Test Meeting 3 @ Not recording

R® IV

Tutorials/Tutoriales/Anleitunge

< Slide 1

Test Meeting 3 @ Not recording

Tutorials/Tutoriales/Anleitunge ingolearn com/virtualclassroom
2 A g
{ Slidel § >
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7. To allow participants to also draw/annotate, click the Multi User button.

Test Meeting 3 @ Not recording

A ® IV

Tutorials/Tutoriales/Anleitunge ingolearn com/virtualclassroom
. 2 A 5
< Slide1 >

v
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Use Polls in A Bongo Meeting

Tutorial Video: Click here to learn how to use polls in a Bongo meeting.

1. Click on the plus icon in the bottom left hand corner of the screen.

Test Meeting 3 @ Not recording

R®JIV

< Slide 1

2. Select “Initiate A Poll”.

Test Meeting 3 @ Not recording

=) Breakout rooms
Mute all

= |nitiate a poll
Tutorials/Tutoriales/Anleitunge

£J Upload a presentation <
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3. Choose a poll type from the provided list or create a custom poll.

Create Poll

Poll type *

@ Yes/No
O True/False
O as

O amrc
O amemw
O am/c/o/E

O asm/e/rerF

CREATE CUSTOM

4. For a custom poll, fill in the custom options and click “Create”.

Create Poll

Custom option *

Custom option *

ADD OPTION
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5. For a regular poll type, select the appropriate option and click “Create”.

Create Poll

Poll type *

@® Yes/No
O True/False
O as

O amc
O am/cm
O asm/e/DE

O wamre/orEF

CREATE CUSTOM

6. The poll options are available for students and the poll is running. The results are displayed on your
screen.

Poll Results

0%
No 0%

CLOSE POLL

CLOSE POLL AND PUBLISH RESULTS

Once your poll is done, you have the option to close the poll or close the poll and publish the results,
which will allow students to see how the class did overall.
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Use Breakout Rooms During A Bongo Meeting

Tutorial Video: Click here to learn how to use breakout rooms during a Bongo meeting.

1. Click on the plus icon in the bottom left-hand corner of the screen.

Test Meeting 3 @ Not recording

Slide1 ¢

2. Select “Breakout Rooms”.

Test Meeting 3 @ Not recording

=) Breakout rooms
Mute all

= Initistea/poll Tutorials Tutoriales/Anleitunge ) N
= 4 { Slide1 %
L+ Upload a presentation

Department of Management Sciences - Faculty of Engineering

R®T NV

43


https://youtu.be/df3v3g8wct4

3. Enter the number of desired breakout rooms. The minimum is 2 and the maximum is 6.

Breakout rooms crgfition Close

Rooms |2 4%
Time limit 15
(Room-1) (Room - 2) Not assigned

4. Set a time limit for the length of the breakout session.

Breakout rooms creation Close
Rooms |2 4

Time limit 15

(Room-1) (Room - 2) Not assigned
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5. Click and drag participants from the “Not Assigned” box to a room. Note that here no participant
names are available, as there were no participants in the test meeting.

Breakout rooms creation Close

Rooms 2 9

Time limit 15

(Room-1) (Room - 2) Not assigned

|
6. Click “Create”.

Breakout rooms creation Close
Rooms 2 3
Time limit 15
(Room~-1) (Room - 2) Not assigned
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7. To switch between rooms, click the drop-down arrow next to the title of the meeting.

Test Meeting 5 v @ Not recording

® IV

Totorials Tutoriales/Anleitunge. ¢ ngolearn.com/virtualclassroom

Slide1 5 >

8. Click on the room that you wish to join.

Test Meeting 5 ~ @ Not recording

(Room -1)  (u——

(Room-2)

R ® JV

Tutoriaks Tuccales/Anleinunpollil ingolearn com/virtualclassroom

Slide1 % >
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9. Confirm by clicking “Join”.

v

Join Breakout Room Cancel

Do you want to join? (Room - 1)
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Create A Video Assignment

Documentation
1. Open Bongo for the course you want to create a video assignment for. (See How To Access Bongo
Through Learn). In learn click “submit” then “video assignment”

Course Home Content Grades Connect~ Submit ~ Resources~ Reports Course Admin Help

Blog
Dropbox
Quizzes
PO
t
Surveys
ut AssEgnment GICUR propct 1412020,
Video Assignment
video asgignment Indiidual project QNS 2020,

2. Click on the red “+” icon in the bottom right hand corner.

Assignments
Name Type AN Due (Optional) Actions
Arts 130 -Video Assignment Individual project 7/31/2020, 12:00 AM
Test Group Assignment Group project 8/5/2020, 12:00 AM
Tayyaab-interactive Interactive Video 9/16/2020, 12:00 AM
Greek Cultural Influence Individual project 9/30/2020, 11:59 PM
Volleyball Peppering Drill Group project 10/13/2020, 12:00 AM
Volleyball Individual Training Individual project 10/21/2020, 12:00 AM H °
Sample Interactive Video - do not do as test student Interactive Video 11/20/2020, 12:00 AM

3. Select the type of video assignment you want to create. Options are: Individual, Group, Question &
Answer, and Interactive.
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Assignments

Name

Arts 130 -Video Assignment

Test Group Assignment

Tayyaab-interactive

Greek Cultural Influence

Volleyball Peppering Drill

Volleyball Individual Training

Sample Interactive Video - do not do as test student

365 group project test

Create Individual Project

Create Q&A

Create Group Project

Create Interactive Video

0000

Type

Individual project

Group project

Interactive Video

Individual project

Group project

Individual project

Interactive Video

Group project

A Due (Optional)

7/31/2020,12:00 AM

8/5/2020,12:00 AM

9/16/2020, 12:00 AM

9/30/2020, 11:59 PM

10/13/2020, 12:00 AM

10/21/2020, 12:00 AM

11/20/2020, 12:00 AM

Actions

Learners record or upload a video of themselves

presenting on a topic or demonstrating a specific

skill.

Learners are presented with prompts and given
a set amount of time to respond.

Learners work in groups toward an overall

group deliverable.

Learners watch an instructor-provided video
and respond to related prompts.

4. Fill out the name and the instructions for the assignment.

Documentation for students (link can be added to instructions so students know what to do)
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Instructions

Instructions (required)

Submit your final presentation.

Peer Review ®

Number of Required Reviews
3

SAVE SHOW ADVANCED

5. Click “Show Advanced” for more options.

6. Once you are done, click “Save”.

[J Conceal reviewer identity

[) conceal submitter identity

Number of Required Reviews Review Type
3 2 Five Star v
) Due Date (optional) (@©  Due Time (optional) X
Rubric Self Assessment O

SAVE HIDE ADVANCED

7. You must add the Video assignment under a Module for it to be accessible by students. They will
not see the assignment under “Submit” > “Video Assignment” until they click on the link in the
module.
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8. Go to the module you wish to add the Video Assignment.

Week 10 . & print

Add dates and restrictions...

Add a description...

Upload / Create W Existing Activities 2} Bulk Edit

Drag and drop files here to create and update topics

Add a sub-module...

9. Click “Existing Activities”.

Week 10 . 8 print

Add dates and restrictions...

Add a description...

Upload / Create v Existing Activities W Z Bulk Edit

External Learning Tools

Mobius Quick Link

Online Rooms :reate and update topics
uizzes

Add a sub-module... Q

Surveys

Video Assignment

Virtual Classroom

10. Select the video assignment you wish to add.
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- v
J

Video Assignments: Create Link

11. The video assignment will now be visible to students through the module. Students must first click
this link to view this link to see the video assignment. Then after they click it they can see it under
“Submit” > “video assignment”

Example Group Assignment .

& ©

Creating Groups for Group video assignment

1. Click on assignment from content menu

2. Click “Manage Groups”
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=  Assignmenis * Growp Test » Oyverview =

Group Test

Learners 0]

OwERED B

pp——— -

3. Click manual creation or copy groups from an existing assignment

4. Either click “create groups” to manually create each group or click “randomly distribution” to
create number of groups with random students

5. Click save

Manage groups on group Video Assignment

In order to reassign students to groups or create more do the following
Documents
1. Click “Submit” > “Video Assignment”

Course Home Content Grades Connect~ Submit ~ Resources~ Reports Course Admin Help

Blog

Dropbox

Quizzes

-~
)

Surveys
ut AssEgnment GIoup project 1412020,

Video Assignment
video asgignment Indiidual project QNS 2020,

2. Find Assignment and click the options button and select “Manage Groups”

A Due (Optionah

Group project 9/14/2020, 12:00 AM

Individual project  9/15/2020, 500 PM

Group project 9/17/2020, 6:00 PM
Group project 9/19/2020, 6:00 AM H
Group project 9/19/2020, 5:00 AM III
Individual project  9/20/2020, 10:00 PM H
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9/17/2020, 6:00 PM
M2 B e
919/20 a0 Manage groups
2020 & configure

9/25/20 r] Copy

9/25/20 =
o)

Student Groups for activity "Example Group Assignment”

Manage groups

Create groups
Students without groups Group 1 &%
Student Test a
Student2 Test
Group 2 & Group3 & W
Guo Julia
Save Synchronize roster

e To move students from group to group simply click on student you want to move and drag to
their new group

e To add groups click “Create Groups” and enter the number of additional groups desired and click
create. This will create that number of additional empty groups. This will not override previous
groups that were created.

e To delete a group remove all students from the group and then click the trash icon

Students without groups

(

Student2 Test

Group 2 .’4

Department of Management Sciences - Faculty of Engineering 54




Create groups
How many groups you want to create E

Cancel Create

4. Once desired changes are made click “Save”

Resetting Students Submission

1. Navigate to assignment in module or “submit” > “video assignment”
2. Click on submission that you want to reset

= Assignments > Another Example Group Assignment > Overview ~

Another Example Group Assignment

act a8
Group project &% ¥ EXPORT. PUBLISH SCORES (0)

Learners (3)

= Name ~  Status Al ~ Q,

Not Viewed -
Group: Group 1
Test Student Needs Evaluation -
Group: Group 3

Test Student2 -
Group: Group 2

3. Click on reset button

= Assignments > Another Example Group Assignment > Overview ~

Learners (3) >

® Another Example Group Assignment

B E Group project &%
|_ Due Date: 9/25/2020, 6:00 PM

o Submitted by: Test Student (9/25/2020, 3:32 PM) n v

Test Student Group SCOI'E

Group: Group 3 Percentage
Needs Evaluation -

-_— SAVE AS DRAFT SAVE AND PUBLISH

Test Student2
Group: Group 2

Group: Group 3

Name

@ Test Student
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Create A Rubric for A Video Assignment

Tutorial Video & Step by Step Instructions: Click here to learn how to create a rubric for a video
assignment in Bongo.
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PowerPoint -

Software Overview

PowerPoint is a Microsoft Office application that all students and professors should have access
to by downloading it through their Outlook account. PowerPoints are very effective for presenting lecture
materials. They can be uploaded with just the slides or you can record a presentation to incorporate

additional features such as: audio, video of yourself, annotations, etc.

Advantages of Powerpoint

Most people are familiar with the product and know how to use it

Allows you to export to Mp4 if necessary

Allows you to easily create presentations without any additional applications
Students and staff have access to PowerPoint

Easy to navigate and reorganize

Can add audio recordings slide by slide

Allows you to easily add drawings and videos without editing software

Disadvantages of Powerpoint
e Not all versions may be compatible with all the features
e Difficult to watch across various platforms (ex. mobile)
e Students must download PowerPoint from Learn to be able to watch the presentation and files can
get quite large
Downloading PowerPoint files can be time-consuming
Difficult to rewatch the slides in separate sections
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Recording a PowerPoint Presentation

Tutorial Video: Click here to learn how to record a Powerpoint presentation.

1. Open your premade PowerPoint and using the ribbon at the top, navigate to the ‘Slide Show’ tab and
then click ‘Record Slide Show’.

AutoSave e Presentation] - PowerPoint
File Home Insert Design Transitions Animations Slide Show Review View Help © Search

E ! E;@ ! IE__\E[ -IJ I:[® [© Play Narrations CMonitor: |Automatic -
From From Present Custom Slide SetUp  Hide | RehearsegqRecord Slide U2 e

Use Presenter View

Beginning Current Slide ' Online~  Show -~ Slide Show Slide | Timings Show Media Controls

Start Slide Show Monitors

2. Once you are in the record section, make sure the mic button in the bottom right is enabled. If you want
to turn on your camera so that a video of you talking is displayed while others watch the presentation you
can click the camera icon beside the mic. You can also toggle the video preview with the camera preview
button.

My PowerPoint

Camera

& m=n .
_— 7 ' Preview
Camera

# <« IR ] ] 0 I [ [ [ ]

Mic

3. Once you start recording you can start presenting. Your voice recording and duration on each slide will
be saved.

e To pause the recording at any time by clicking the button on the top left. To continue off where
you left off just hit the record button again. This will allow you to be able to record one slide at a
time
To completely stop the recording click the square button in the top left.

Note: Camera feature may not be available for older versions of PowerPoint
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My PowerPoint

ZZ B CO00OEEEENDOCE

4. When you are finished recording you can either click the stop button in the top left corner or if you
reach the end of your slide deck PowerPoint will automatically stop the recording.

End of slide show, click to exi

S m[mw] [ 1 ] [=[m=
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Adding a Video of Yourself into a Presentation

Tutorial Video: Click here to learn how to add a video of yourself into a Powerpoint presentation.

1. Navigate to the record presentation area.

My PowerPoint

ZZ A0 DNEREERCE |, %= — oo

Mic

Camera

2. Click the camera button on the bottom right to enable the camera before recording. Turn on the preview
button beside the camera and you should be able to see yourself.

My PowerPoint

r4 |mmim| | | o] [sjmjs

Removing Previous Recordings
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1. Navigate to the Slide Show tab.

2. Click the arrow at the bottom of the Record Slide Show button and clear timing and/or narrations.

How to make a Powerpoint Presentation

How to make a PowerPoint
Presentation

By : Evette

OR

2. Click Record Slide Show and then Click the clear button

How to make a PowerPoint
Presentation

By : Evette

ZZ RLCICONENEEECCIE

Adding Notes to a PowerPoint

Department of Management Sciences - Faculty of Engineering 61




1. Click the notes button at the bottom right outlined in red in the picture below. A section underneath the
slide will appear and you may type your notes in the space provided.

File  Home Insert Design Transitions Animations Share C
3 ECERNRC O - I

From From Present Custom Slide Set Up Hide Rehears
Beginning Current dnline = Show = lide Sh Slide. g

Click to add title
Click to add subtitle
Notes can be typed here!
- +

2. The notes can be accessed from there or when you are recording your presentation and the font size can
be changed using the A buttons on the left of the notes.

woTes P Ry 4y semNGsY

RECORD STOP  REPLAY

Notes can be viewed here!

ZZ BUOCONEBEERCONDO

Drawing During Presentations

1. Navigate to the recording presentation area.
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2. Start recording your presentation by clicking the record button on the top left.

3. Use the drawing tools in the red box shown to record yourself making annotations to the slides. There
is an eraser, pen, and highlighter.

My PowerPoint

ZZ B0 ODHEEREERCOCS

Watch Recorded Presentation

1. Navigate to the ‘Slide Show’ tab and click the ‘From Beginning’ button.

AutoSave (@ o) - B Presentation? - PowerPoint betect @ @ - o

File Home Insert  Design Transitions  Animations  Slide Show Review View Help O Search Share

(3]
I

Beginning ffur

Click to add title

Click to add subtitle
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Listen to Recorded Audio One Slide at a Time

1. Have a recording created that includes audio recordings. When that is complete a volume icon should
appear at the bottom right of the slides.

My PowerPoint

Click to add subtitle

2. Hover over the sound icon and set your volume and time.

My PowerPoint

Click to add subtitle

| 4 I 00:00.00

Convert PowerPoint to Mp4
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Tutorial Video: Click here to learn how to convert a Powerpoint presentation into an MP4 video.

1. Click the file button in the top left.

AutoSave (8 ofF) -0 E

Presentation] - PowerPoint

File Home Insert Design Transitions

Ea= N
From From Present Custom Slide
Beginning Current Slide  Online~  Show ~

Set Up

Start Slide Show

My PowerPoint |

Animations

|§___\g D@ D@ Play Narrations

Hide Rehearse Record Slide

Slide Show Slide @ Timings

Slide Show  Review View Help © Search

CIMonitor: Automatic -
Use Timings

Show Media Controls

Set Up Monitors

Z )
E— Use Presenter View

2. Click the Export button on the column to the left.

(&

Protect
Presentation ~

N

Check for
Issues -

o)

Manage
Presentation -

3. Click the ‘Create a Video’ button

Media Size and Performance

Save disk space and improve playback performance by compressing your media files.
Compression might affect media quality. Embedded subtitles and alternate audio
tracks will be removed.

®  Media files in this presentation are 0.07 MB.

More ways to improve media performance

Protect Presentation
Control what types of changes people can make to this presentation.

Inspect Presentation

Before publishing this file, be aware that it contains:

® Document properties and author's name

®  Content that people with disabilities find difficult to read

Manage Presentation

|Ej There are no unsaved changes.
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© Export
(n} Home

O vew D Create PDF/XPS Dacument Create a PDF/XPS Document
— ®  Preserves layout, formatting, fonts, and images
®= Content can't be easily changed
= Open e . i )
i %| Create a Video ®  Free viewers are available on the web
(=Y
Inf;
e @ Package Presentation for CD —
- Create
Save PDF/XPS
o
LR

Create Handouts
Save As

Print Change File Type

&

Share

Export

Close

4. Choose your settings (default should be fine if you do not have any specific requirements) and click the
‘Create a Video’ button to save it to your computer.

© Export
{n) Home

[ New Create PDF/XPS Document Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
= Includes all recorded timings, narrations, ink strokes, and laser pointer gestures
Create a Video ®  Preserves animations, transitions, and media

= open

@ Get help burning your slide show video to DVD or uploading it to the web

Info

© [

Package Presentation for CD

Save

Create Handouts

Full HD (1080p)
Large file size and full high quality (1920 x 1080)

il
B

Save As [ Use Recorded Timings and Narrations
<])) Slides without timings will use the default duration (set below). This option includes ink and laser pointer gestures.

Print

&

Change File Type Seconds spent on each slide: | 05.00

Share

Export

Close
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Recording a PowerPoint Presentation (for MAC)

1. Unfortunately for MAC users, they do not have complete access to simultaneous screen and
webcam recording in current updates. Thus, to get access to those features, our first step is to
search for “Check for Updates” as show in the image below.

@ PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help L) % Z 15%0E) Mon12:13 PM
Microsoft PowerPoint

I nemes

RM

Rennoth e e —
Quick>tarte| GALLERY
Ta ke_ a { ) o PARCEL
" tour A

e Blank Presentation Welcome to PowerPoint Start an Outline Madison Atlas Gallery Parcel

ﬁ Pinned  Shared with me

B Name Last opened by you
Presentation?
m 26m ago

@ m Lecture 17 - T-Tests Part 2

Recent

New

& Lecture 16 - T-Tests Part 1

3
e m Lecture 12 - Correlation & Regression Part 2 Aug 14, 2020
are »

a Lecture 11 - Correlation & Regression Part 1 Aug 14, 2020

M Lecture 20 - 1W RM ANOVA & Tukey
Open 3

Aug 14, 2020
% Lecture 19 - 1W ANOVA & Fisher
a Lecture 22 - 2W ANOVA - Part 2 Aug 14, 2020
a Lecture 21 - 2W ANOVA - Part 1

Aug 14, 2020

a Lecture 15 - Probability & Hypothesis Testing Aug 13, 2020

Cancel Create

@ Finder File Edit View Go Window Help 2 2 W% Mon12:14PM

Screen Shot
2021-01..3.36 PM

g

Update in progress

Microsoft Excel 16.46.21011300

OneDrive 20169.0823.0008

Microsoft AutoUpdate 4.31.21011103

3. Select “Beta Channel” to finish the update selection. After the update is finished, you will now
have the feature to simultaneously record your screen and webcam.
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@ Microsoft AutoUpdate Window Help $ 7 W%} Mon1214PM

=

Screen Shot
2021-01...3.36 PM

g ]

L Current Channel

Current Channel (Preview)
Update Channel: v Beta Channel

o

Automatic Updates:

e 16.46.21011300

MA000NNENINOSROOAHSC
4. After you have switched your power point to the BETA version, the steps to record yourself and
your screen are the same as the instructions mentioned previously . Note that the camera and the
microphone button are located at the top of the screen for MAC.

Z IUOEEEEERECOE
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Converting Power Point to an Mp4 file (for MAC)

1. After you have finalized your audio and video recordings, you may export your presentation into
a video file. Your first step is to click “file” and then “export” as shown below.

& PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help g 2 7 M%ED) Mon1219PM Q @

° Autosave  New Presentation %N e S a 2
New from Template... %P
Home Insert D  Qpen.. imations ~ Slide Show  Review  View il me A B0 =

Open Recent

Close
' save
Save As..
Save as Temolate..
Export..

Share

Aways Open Read-Only
Restrict Permissions
Passwords.

Compress Pictures...

i b Click to add title

Properties

Click to add subtitle

Click to add notes

2. Afterward, you will be greeted to the following window where you can change the file format
into an “Mp4” file.

& PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help @
] 2 A N Presentation?

Home Insert Draw Design
Presentation?

Recent Folders
© recentrola..

an Documents
OneDrive -
Sites - Univ...

OneDrive -

- Add a Place

Onmylhs_‘}_\/,ﬁlnmma« v PDF

Click to add notes

MA000NNENIROSRNOOAHS
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Inputting Custom Macros Into Power Point (Advanced)

Sometimes, PowerPoint doesn’t have enough built-in features that will perform the tasks you desire, such
as properly converting power point animations into a pdf file. Thus, knowing how to add Power Point
macros can be a great tool to ask PowerPoint to perform more specific/advanced tasks.

1. From MicroSoft PowerPoint, create a new blank presentation and delete the default empty slide.

Save this as an empty Powerpoint Macro-Enabled Presentation (.pptm file).
Presentation? - PowerPoint oy © © > - o %

Save As
[Z OneDrive - University of Waterloo
@ Recent :

University of Waterlco

. OneDrive - University of Waterl...

6 Sites - University of Waterloo

Personal

a OneDrive - Pﬁ\

Other locations
E@ This PC

Az

@ Add a Place

Browse

[ svoetom 9/22/2020 327 PM

Account

Feedback

2. Goto View, click on Macros.

= = ﬁ
eace it Macros
Window Macres ~

Click to add first slide

ide  English (United States) Lo [@oisplaysetings B 83 - 1 - o &
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3. Enter some text in the Macro Name field. It does not matter what text is entered; this is done
just to get into the VBA editor. Press Create.

Macro

Macro name:
] Sam, ple|

' Step Into

Edit

Create
Delete

: 9
5|
X

Macro in:
Demo

<]

Description:

4. Once in the editor, go to the Project Manager pane. (If you can’t see this, click View, then
Project Explorer). Right-click on Modulel and click Remove Module. If a file explorer window
pops up, click Save.

& Microsoft Visual Basic for Applications = u} X
* file Edit View Insert Fgrmat Debug Bun Iools Add-ins Window Help
EEvd s aBan 9t 1 aKEFY» 0

X

m 3 @) )
= ¥ VBAProject (Demo)
= &5 Modules

Sub Sample ()

3 View Code End Sub

3 view Opject

13| Toggle Folders
VBAProject Properties...
Insert 4
Import File...
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5. Go to https://github.com/David-Brewin/PowerpointToPDF, Click Code, then hit download ZIP.
Extract the file.

& David-Brewin / PowerpointToPDF L Notifications ¥ Star 1 Y Fork 2

<> Code ) Issues 1 Pull requests ») Actions [ Projects ) Security ~ Insights

¥ main ~ ¥ 2branches © 0tags Go to file About

A VBA macro to convert PowerPoint to

0 David-Brewin Update README.md B Clone ® PDF, with one page per animation step.
HTTPS  GitHub CLI Caters for paragraph animations and
[ Animation.cls Add files via upload https: //github. con/David-Brewin/Poverp | (%] provides optional page (slide)
bering.
D LCENSEmd Rename LICENSE to LICENSE.md Use Git o checkout with SVN using the web URL. PUmREig
[ ParagraphAnimations.cls Add files via upload pdfy) Gediconveer GpoverpeinG) Sits
(3 Open with GitHub Desktop b
[ PresentationToPDF.bas Add files via upload
0 Readme
[ READMEmd Update README.md B Download ZIP
7 &8 MIT License
[ ShapeAnimations.cls Add files via upload months ago
README.md Releases
N s publ 4
Powerpoint PresentationToPDF converts a Microsoft
Powerpoint presentation to a PDF file containing one Packages
1 1 H H No packages published
page for each animation step (i.e. each mouse-click). el
To do this, it temporarily marks the original slides as "hidden”, then creates one new slide for the end-state of each Languages
animation step. Both the old and new slides are tagged to identify which are which, and whether or not any of the
original slides were already hidden. The result is “printed” to the "Microsoft Print to PDF" pseudo-printer, which is Vi

inctalled a< nart of Windows 10 The ticer then ciinnliec a filaname ta a dialaaiie aenerated hyv the nrinter driver

6. Click File, then import the downloaded PresentationToPDF.bas and each of the .cls files.
7. Click File, then Close and Return to MicroSoft PowerPoint.
8. Save the PowerPoint. From here, you can continue to creating your PowerPoint presentation.

To use this Macro, click View, then Macro. On the pop-up screen, click PrintToPDF and hit run.

Macro ? X
Macro name: Run
PrintToPDF
Cancel
Step Into
Edit
Create
Delete
Macro in:
Demo v
Description:

**To use this with an existing PowerPoint presentation, follow steps 2 to 7. Then instead of clicking
save, click save as .pptm file. Finally, use the macro as stated above.
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https://github.com/David-Brewin/PowerpointToPDF

Webex - Synchronous (limit of 1000 participants),

Software Overview

Cisco Webex is an online conferencing software provided by the University to all staff and
students. Members of the University can download the app and sign in using their uWaterloo email
address. Webex provides integration with the Microsoft Office suite, and will automatically interface with

a local instance of Outlook provided they each use the same email address.

Features include robust and intuitive conference hosting for all University members, mobile and
desktop applications, and integration with the Office 365 suite provided by the University. In a
conference, both the host and attendees can speak, share, chat, draw and take notes to provide a meeting
room-like environment in a single window. Hosts can also save and export meeting notes, chats, as well

as recordings.

Limitations include no integration with learning software, or education specific features. An
enterprise app, Webex is designed for simple tasks of seeing, speaking and sharing content with
colleagues, providing stripped down electronic versions of a physical meeting room’s function. Functions
such as note taking are very limited, polling is very difficult, and there are limited methods to collaborate

within a meeting versus other educational tools.
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Getting Started

1. Download Cisco Webex Meetings client to your computer by visiting
https://www.webex.com/downloads.html, or for a mobile device from the Google Play Store, or the

(Apple) App store.

2. Follow installation prompts and open Webex upon completion.

3. Sign in using University of Waterloo email address, and use uwaterloo.webex.com to connect with the
University Webex.
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Schedule a Meeting

Tutorial Video: Click here to learn how to schedule your first Webex meeting.

1. Select Schedule from the main dashboard, Webex is integrated with Office 365 provided by the
University and will open a mail client.

Schedule

2. In the mail client, pay special attention to Time, Date, Attendees, and any Recurrence when creating
the meeting, also note if you wish for your status to appear as in office next to Show As:

Start time Tue 2020-05-26 E 11:30 AM v

Invite E Sh A D B
End time Tue 2020-05-26 F]  1200pPMm ~ Attendees OW As: usy

3. Include the link to your Webex meeting room in the body of the invitation for Attendees, this can be
found below your name on the main dashboard, and copied using the button highlighted here;

® (Cisco Webex Meetings Update & — X

Michael Fraser McAllister
https://uwaterloo.webex.com/meet/mfmcallister )

Start a Meeting Schedule

4. Save and Close the meeting, it will now appear in yours and all Attendees 365 calendars with any/all
details you’ve included in the body.

Save &
Close
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https://www.youtube.com/watch?v=IO6EbogsPKI&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=2&t=0s
https://www.youtube.com/watch?v=IO6EbogsPKI&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=2&t=0s

Start a Meeting

Tutorial Video: Click here to learn how to start your first Webex meeting.

1. Select Start Meeting from the main dashboard, this will open your personal meeting room, but not allow
attendees in yet.

Start a Meeting

2. In the meeting room, check Mute, and Video buttons to ensure you are audible and if desired, visible to
attendees once the meeting starts.

3. Ensure bottom bar settings are correct, selecting Use Computer for Audio (VolP vs. Phone) at the
centre, your desired audio Inputs and Outputs at the right, and not selecting Use Video System on the
left.

5J Use video system ) Use computer for audio v ¢]) JBL LIVE650BTNC Hands-...

4. Select Start Meeting to “open the door” to your meeting room, attendees can now join from a pre-

existing link.
Start Meeting

5. Should it be necessary; you can invite more attendees and/or remind attendees with the link from within
the room using the ... More options button on the dock.
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https://www.youtube.com/watch?v=0BuJFh6XcN4&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=3&t=0s
https://www.youtube.com/watch?v=0BuJFh6XcN4&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=3&t=0s

Invite & Remind

Email Phone
Invitees:

(O}

Remind

Separate addresses with commas o

Invite with your local email

Send
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Meeting Settings

Tutorial Video: Click here to learn how to configure the settings for your Webex meeting room.

1. Start a meeting on your own to configure settings you will want once live.

2. In the meeting room, check the View tab at the top of the screen for controls such as fitting your window
to your screen and to show/hide attendee videos.

Q Cisco Webex Meetings

Eile Edit Share View Audio Participant Meeting Help

3. Check the Audio tab to change or troubleshoot the audio connections you set up before opening the
room.

Q Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help
4. Check the Participant tab to manage settings regarding attendees, such as Mute on Entry, Entry/Exit
Tones, and Sharing Privileges.

Q Cisco Webex Meetings

File Edit Share View Audio Participant Meeting Help

Note: Webex defaults in this tab in particular are not well suited to large/classroom environments,
familiarize yourself with these options to best configure your meeting room for the type of meetings being
held.
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https://www.youtube.com/watch?v=BhSzmv7TgKU&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=4&t=0s
https://www.youtube.com/watch?v=BhSzmv7TgKU&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=4&t=0s

Recording a Meeting

Tutorial Video: Click here to learn how to record a Webex meeting.

1. Select either the record button (red dot) on the dock, or use the Meeting tab at the top to configure
Recording Settings.

Q Cisco Webex Meetings

Eile Edit Share View Audio Participant Meeting Help

2. Select Cloud to save the recording on the University Webex server, this also allows you to auto-generate
captioning or select My Computer to save the recording locally, this does not create captioning but can be
faster to manipulate/upload after the meeting.

| U U [ 1 o R ——

Recorder > _x |omn

Record on my computer

00:00:00

Note: Automatic captions are not perfect, depending on the speaker they may not be accurate to the
material, and provide limited utility.

3. Once the desired location is selected choose Record to begin the capture of the meeting.
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https://www.youtube.com/watch?v=zBqVwqsxC10&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=4
https://www.youtube.com/watch?v=zBqVwqsxC10&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=4

Chats and Notes

Tutorial Video: Click here to learn how to Chat, take Notes and save each as a file.

1. Open Chat using the chat bubble button on the dock at the bottom of the screen. Note the new window
in the bottom right where you can compose a message, and select its target.

2. Open personal notes using the ... More options button on the dock and clicking the notes icon in the top
left of the small window. Note a new window pinned to the right to keep notes for yourself in the Webex
window.

End Meeting

Do you want to end the meeting?
v/ Save meeting files
v/ Chat

v Notes

End Meeting Cancel

(Tip: Webex notes are a stripped down text processor like Notepad, for advanced functionality you may
wish to have a full word processing app open alongside your Webex window)

3. To save Chats and Notes after a meeting check Save Meeting Files in the pop-up upon ending the
meeting. Select which files you wish to keep, and a destination folder for each. These are exported as .txt
files and can be opened with any text processor.
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https://www.youtube.com/watch?v=c-VqrB2IlrU&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=5
https://www.youtube.com/watch?v=c-VqrB2IlrU&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=5

Sharing Content

Tutorial Video: Click here to learn how to Share Content in a Webex meeting

1. Open sharing using the Share Content button on the dock at the bottom of the screen, or the Share Tab
at the top of the screen.

| Q Cisco Webex Meetings

. Eile Edit Share View Audio Participant Meeting Help

2. To share your entire screen, or one window in particular select from the open windows shown.

3. To open and share a new tab in your default web browser select Share Web Browser from the share tab.

Note: To share a web browser more effectively pre-load the desired webpage and share via Share Content
not Share Web Browser.

4. To share multimedia within the meeting select Share Multimedia from the share tab and insert the link
to the file or webpage containing the media.
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https://www.youtube.com/watch?v=aM3G_hUhiew&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=6
https://www.youtube.com/watch?v=aM3G_hUhiew&list=PLNDT9Xw7sbPnrDYIYH1BETudrfU0NHMqw&index=6

Microsoft Teams - Synchronous (limit of 250 participants)

Software Overview

Microsoft Teams is an online collaborative software provided by the University to all staff and
students. Members of the University can download the app and sign in using their uWaterloo email
address. Teams provides integration with the Microsoft Office suite, and will automatically interface with

a local instance of Outlook provided they each use the same email address.

Microsoft Teams allows users to create various teams and channels within those teams that allow
for instant messaging chat, video conferencing, file sharing among other things. Users are able to create
meetings and send out invitations to users in order to join the meeting. There is a calendar feature
outlining any past or future meetings a user has created or has been invited to. Hosts can also save and

export meeting notes, chats, as well as recordings.

Teams is a useful tool for holding synchronous teachings sessions as meeting attendees are able
to ask questions through voice conferencing, as well as instant messaging chat. The meeting host is able
to share their desktop, draw on the screen and attach files as well.
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How To Launch a Teams Meeting

Tutorial Video: Click here to learn how to launch a Teams meeting.

1. Click on the Calendar icon on the left hand side toolbar.

Calendar

25

Calendar

25

M

3. Click on “Join”.

Search or type a command

(3] Today < > May 2020 -

27 28

Wednesday Thursda:

3 Test
Y Your House! Nino Spasik a

54 Meet now + New meeting

=] Work week

29

Search or type a command

(5] Today < > May 2020

27 28

54 Meet now -+ New meeting

=] Work week

3 Your House! Nino Spasik
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https://youtu.be/AFPYsqMNJ2U

S m
E——— Close

Tracking

Test Chat  Details

€~ RSVP

May 27, 2020 3:30 PM - 4:00 PM ns  Nino Spasik
Organizer

B Management OLAs > General

<@

Your House!

Test Meeting

Join Microsoft Teams Meeting

+1226-243-6399 Canada, Kitchener-Waterloo (Toll)
(833) 827-4832 Canada (Toll-free)

Conference ID: 906 296 19#

Local number

sset PIN | Learn more about Teams | Meeting option:
UNIVERSITY OF
WATERLOO
Important: The Teams application should be used whenever possible. If attendees must dial-in to a
meeting, use the toll-free dial-in number. Do not use 226-243-6399 or any other local number.

Help

Search or type a command

Choose your audio and video settings for

Test

Calendar

>

Join now

£33 Internal Mic and Headph

Other join options

;:1’) Audio off Phone audio Add a room

5. Click “Join Now™.
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Search or type a command

Choose your audio and video settings for

Test

Calendar

Join now

£33 Internal Mic and Headph.

Other join options

&) Audio off %, Phone audio [ Add a room
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Screen Share in A Teams Meeting

Tutorial Video: Click here to learn how to screen share in a Teams meeting.

1. Click on the share icon on the bottom toolbar labelled “Share”.

Search or type a command

00:09

Desktop Window PowerPoint Browse Whiteboard

No files available ]
2 - 5 - 2

Screen #1 Test (Meeting) | Microsof Project Tracker - Google Microsoft Whiteboard

E -
Security & Privac

Microsoft Teams
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https://youtu.be/cfuGkT-Q0DQ

Share Powerpoints During A Teams Meeting

Tutorial Video: Click here to learn how to share powerpoints during a Teams meeting.

1. Click on the share icon on the bottom toolbar labelled “Share”.

Search or type a command

00:09

)

2. Select the powerpoint you wish to share. If you do not see any powerpoints available, click “Browse’
and upload one from OneDrive or your local computer.

Desktop Window PowerPoint Browse Whiteboard

No files available
5 - el

Test (Meeting) | Microsof..  Project Tracker - Google
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https://youtu.be/i9oOqaJIlVg

Use The Chat Feature During A Teams Meeting

Tutorial Video: Click here to learn how to use the chat feature during a Teams meeting.

1. Click on the chat icon on the bottom toolbar labelled “Show Conversation”.

Search or type a command

Invite people to join vian
Show convel

00:38 ,m \!} ZN] o8 @ &

Meeting chat

1 Mauhtab Qaderi joined the meeting

Invite people to join you

w8 3

Hello
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https://youtu.be/E0BnIarpiUc

3. To edit the text, click the bottom left icon for the editing options to appear.

Meeting chat X

] Mauhtab Qaderi joined the meeting

3.04 PM
Hello

Invite people to join you

w &

4. To send a message of importance or urgency, click the exclamation mark icon on the bottom toolbar
of the chat. Select the type of message you are sending.

Search or type a command @

Meeting chat X

(] Mauhtab Qaderi joined the meeting

3:04 PM
Hello

Invite people to join you

Standard N
Message will be sent as usual

Important
Message will be marked as important

v Urgent
Recipients notified every 2 min for 20 min
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5. To send a file, click on the paperclip icon on the bottom toolbar of the chat. Select the file to send,
and click the arrow icon.

Meeting chat X

] Mauhtab Qaderi joined the meeting

3:04 PM
Hello

Invite people to join you

@& OneDrive

]  Upload from my computer

¢ © @ B -

Search or type a command

Meeting chat

[ Mauhtab Qaderi joined the meeting

3.04 PM
Hello
Q
s ~n
o ~
= &
S &
Invite people to join you :
o4 & D £ D ¢ D @
00

Type a new message

°o@o® ~ b
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7. Tosend a Microsoft Stream link, click the last icon on the bottom toolbar of the chat.

Search or type a command

Meeting chat

Nino Spasik
Test Meeting

N
u Test o
Wednesday, May 27, ...

. Stream

Insert a link from Microsoft Stream.

Reply
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Use the Whiteboard During A Teams Meeting

Tutorial Video: Click here to learn how to use the whiteboard during a Teams meeting.

1. Click on the share icon on the bottom toolbar labelled “Share”.

Search or type a command

00:09

2. The first time sharing your screen, you may be asked to give Microsoft Teams permission to access
your windows. Follow the prompts to grant permission.

Search or type a command

“Microsoft Teams" would like to record this
computer's screen.

Grant access to this application in Security & Privacy
preferences, located in System Preferences.

Open System Preferences Deny

-« & Q@ - @& o

A We need permission to share your screen Go to Security & Privacy > Screen Recording to give permission and start s... Security & Privacy settings Dismiss

PowerPoint Browse  Whiteboard

[

Microsoft Whiteboard

No files available
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https://youtu.be/O6WABmWDORs

3. Click the whiteboard.

Desktop Window PowerPoint Browse Whiteboard

[
2 - b

Screen #1 Test (Meeting) | Microsof Project Tracker - Google Microsoft Whiteboard

E ®

Microsoft Teams Security & Privacy

No files available

4. Select a pen and begin drawing.
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Using Microsoft Forms To Collect Feedback or Test Knowledge From Students

Tutorial Video: Click here to learn how to use Microsoft Forms To collect feedback or test
knowledge from students.

1. Go on https://forms.office.com/ and login with your Office365 University credentials.

2. If you are seeking feedback, create a form by clicking “New Form”. If you are quizzing students, create
a quiz by clicking “New Quiz”. Both features have the same function, the only difference is that a quiz
has a correct answer.

My forms Shared with me Group forms A2 Search form title or wner name
New Form
E"‘ f—
MNew Quiz

3. Title your form/quiz by double clicking on “Untitled Form”. Choose a clear title that briefly outlines
what the form/quiz will be covering.

Untitled form - Saved

S Preview ) Theme

Questions Responses

Untitled form -

+  Add new
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https://www.youtube.com/watch?v=zex3SN37hvo&list=PLNDT9Xw7sbPmgveQ0xS2lgjYH1sFFDeH-&index=7&t=0s
https://forms.office.com/

4. To start adding questions to the form/quiz, select “Add New”. Choose the type of question you want to
ask. The most common type of quiz questions are multiple choice and text based questions. On the other
hand, feedback type questions are rating, ranking, likert and Net Promoter Score rankings. In addition,
you can select “File upload” to attach a file to a question, that way if more information is needed for a
question, it can be provided from the file.

Untitled form - Saved

@ Preview &) Theme m

Questions Responses

Untitled form

o

5. You can add an image to your question by selecting the “insert media” icon to the right of where the
question is written. A question can be copied by selecting the “copy” icon above where the question is
written, and the question can be deleted by selecting the “delete question” icon which is right next to the
“copy” icon.

Questions Responses

Test Form

il How easy was it to find and join the meeting through Microsoft Teams?

Suggested options: EEGEE Extremely easy Somewhat easy Meutra Somewhat not easy

Extremely not easy
Option 1
Option 2

{ Add option  Add "Other" option

@ Multiple answers @ Required
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6. If you are writing a feedback multiple choice question, Microsoft forms will usually recognize that and
will give you suggested options for the question. To add these options, select “Add all”.

D m
1. | How easy was it to find and join the meeting through Microsoft Teams?
Suggested options: EAEE Extremely easy Somewhat easy MNeutral Somewhat not easy

Extremely not easy \

7. On the bottom of the question, there are different settings that you can adjust to your liking. You can
allow the user to give multiple answers to the questions by toggling “Multiple answers”. You can also
make the question mandatory to answer by toggling “Required”. In addition, select the three dot icon on
the bottom right to look at more options for the questions. Each type of question will have a different
array of settings for it.

1. How easy was it to find and join the meeting through Microsoft Teams?
Suggested options: EEEEE Extremely easy Somewhat easy Neutral Somewhat not easy

Extremely not easy
Option 1
Option 2

-+ Add option  Add "Other" option

@ Multiple answers @ Required

- Add option  Add "Other" option

Drop-down

(@ ) Multiple answers (® ) Required Subtit
ubtitle

+ Add new Add Branching
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8. Once you are finished with the form and are ready to share it with your group, select “Share” on the top
right of the screen. The easiest way to share the form is to copy the link and share it with your group.
There are a few other ways to share the form, such as a QR code, embed code for a website, and an email
template.

Test Form - Saved

7
a Preview ) Theme
Questions Responses /

Test Form

Send and collect responses

| Only people in my organization can respond Vo

..............................................

https://forms.office.com/Pages/Respon

”

@@=z o

9. In addition, you can invite other users to edit the form with you by selecting “Get a link to collaborate”
and sharing that link.

Share as a template Share to collaborate

" Get a link to duplicate Users with an Office 365 work or school account ... .~

Share to collaborate
https://forms.office.com/Pages/Desit ]E]

- Get a link to view and edit

P -
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10. Once the link is shared and users start to complete the form. You are able to see the responses of each
user by selecting the “Responses” tab. You can see how many users completed the form and the average
time it took for someone to finish the form. In addition, you are able to see the results on an Excel

spreadsheet by selecting “Open in Excel”.

Test Form - Saved

T Preview ) Theme

Questions Responses

Test Form
Questions Responses
Test Form
0 00:00 Active
Responses Average time to complete Status
EEl Open in Excel
,
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Capturing In-Meeting Chat and Meeting Recording on Teams

Tutorial Video: Click here to learn how to capture in-meeting chat and meeting recordings in
Microsoft Teams.

1. Once you have joined your meeting, click on the three dotted icon to pull up more options.

Waiting for others to join...

00:13 ”ﬁ \._,

2. Select “Start recording”, the meeting will now be recorded until you either turn off the recording option
or the meeting ends.

ttings
Show meeting notes
Show meeting details

. Enter full screen

Show background effects

Turn on live captions {preview)
Keypad

Start recording

o End meeting

W aiti Ng °~ = Turn off incoming video

@ =
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https://youtu.be/UEL1QuLF14o

3. Once the meeting is finished and you wish to see all of the in-meeting chat from the meeting, go to the
channel that the meeting was held in. You will be able to see all of the chat that occurred in the meeting,
who it was sent by and at what time. This will remain in the channel until the channel is deleted. In
addition, the thumbnail of the meeting recording will be shown.

Nino Spasik 12:09 P\

L Scheduled a meeting

Test Meeting

Thursday, May 28, 2020 @ 12:00 PM

Cellapse all
@« Test Meeting started

Hi all

04  Meeting ended: Im 7s &

Meeting
Recorded by: Nino Spasik

@¢ Meeting started

MO Mauhtab Qaderi
® Hello

« Reply

4. To access the recording of the meeting go to https://web.microsoftstream.com/ and login with your
Office365 University credentials.

5. Select “My content”.

i Stream

(@ Home [51 Discover & My content - Create R

Welcome back, Nino

Minty
Watch now

Invite your coworkers to upload videos. Everyone in your company can contribute.
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https://web.microsoftstream.com/

6. Select “Meetings”.

M Home 51 Discover 1 My content -~ -+~ Create L2  search
Videos
Groups
Channels
Meetings \

Watchlist

Followed channels

Recycle bin

7. You will be able to see all past recordings of meetings that you have held. To download a meeting,
select the three dot icon to the right of the meeting you want to download.

() Home [5] Discover [E My content b Create 2 search T A
Videos Groups Channels Meetings Watchlist Followed channels Recycle bin
Search for videos Sort by State Privacy
B search for videos Upload date e Al - Al \,

Test Meeting
P 1] 0% 00 5/28/2020 B O % -
00:31 \

8. Select “Download Video”.

Videos Groups Channels Meetings ‘Watchlist Followed channels Recycle bin
Search for videos Sort by State Privacy
L Search for videos Upload date o All v All w

Test Meeting
0E 0 003 5/28/2020 =
° S . B QN
00:31
> Share
Replace video
[ Delete

wse Trim video

4 Download video
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YouTube - Asynchronous

Software Overview

YouTube is a platform that most people are already familiar with. It allows users to stream large
videos instead of having to download them onto their device. In addition, YouTube can be accessed
through many different devices such as computer, phone and tablet, offering the user a wide range of
flexibility. YouTube offers different privacy options on the videos being uploaded depending on what
visibility you prefer on your uploads. Also an account is not required to stream videos on YouTube.
Moreover, the instructor has freedom to embed their YouTube videos onto Learn to use for content. This

software also has a built in basic video editing software.

Department of Management Sciences - Faculty of Engineering 103



How to Create a YouTube Channel

Tutorial Video: Click here to learn how to create a YouTube channel.

1. If you do not have a google account, create one by going on the following link:
https://accounts.google.com/signup/v2/webcreateaccount?hl=en&flowName=GlifWebSignin&flowEntry

=SignUp

2. Sign in to your Google account and go to YouTube.

3. Click on the profile icon on the top right of the screen interface.

= E3YouTube™
A Home
Recommended
&  Trending
i@  Subscriptions
B ubrary
£ History
) Vo videos The Day Brazil & Germany Fans ° Quick & Simple Breakfast a Golden Retriever meets his new . How to Get Your First 1000
Will Never Forget Recipes With Gordon Ramsay puppy sister Subscribers on YouTube in..
° Watch later Alsido Football @ Gordon Ramsay @ BoomerTube Think Media ©
101K views * 1 week ago 5.3M views * 1 week ago 12M views * 1 year ago B5K views *
=, PowerPoint Tutorials Streamed 2 weeks ago
v Showmore '
SUBSCRIPTIONS S ]
©  Popular on YouTube -
@ Music
Sy
© spons These Football Skills Should Be q‘ Curious Baby Elephant Seal L Amazing Cockpit View! US Navy ’ 1 Ordered Pizza And Tipped The
© Gomino lliegal PRI Blue Angels Team Highlights House
JN Football 6.3M views * 10 years ago Military Archive @ MrBeast @
712K views + 6 days ago 8.4M views + 5 months ago 39M views * 5 months ago
MORE FROM YOUTUBE
: 113 2
4. Click on “Create a Channel”.
o oA c
= E3Youlube e Q Management OLAs o
managementolas@gmail.com
A Home Manage your Google Account
Recommended
Y Trending
E¥  Create achannel
AST
i@  Subscriptions © Paid memberships
YouTube Studio
I3 brary =
E3  switch account
£ History = 44:01
5] signout
B Yourvideos The Day Brazil & Germany Fans Q Quick & Simple Breakfast Golden Retriever meets hi
Will Never Forget Recipes With Gordon Ramsay puppy sister
° Watch later Alsido Football © Gordon Ramsay @ BoomerTube Dark theme: Off
101K views « 1 week ago 5.3M views * 1 week ago 12M views - 1 year ago

41, If you already have a pre-existing YouTube channel for the same Google account instead  of
clicking on “Create a Channel”, go to settings then click on “Add or manage your channels”, then select
“add a channel”.

5. You will be asked if you want to use your Google Account name or create a custom name for your
channel. Select “Use a custom name”.
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https://youtu.be/uxZ0Ml7ZTEI
https://accounts.google.com/signup/v2/webcreateaccount?hl=en&flowName=GlifWebSignIn&flowEntry=SignUp
https://accounts.google.com/signup/v2/webcreateaccount?hl=en&flowName=GlifWebSignIn&flowEntry=SignUp

Choose how to create your channel

Use your name Use a custom name

Create a channel using the name and picture Create a channel using a brand or other
on your Google account name and picture.

| I S
Management OLASsS
L

By selecting this option, you agree to
YouTube's Terrms of Service

SELECT o SELECT
b ormatio »cl to your channel anc
sers = « rs

A » reminder, we m

with our partners, including :

6.
Give a name to the YouTube channel, toggle the Google account user agreement and click “Create”.

7. Now you will have the option to upload a profile picture for your YouTube channel and can write your
description for your channel. Questions like "what type of content will this channel be posting?", "who
will be posting on this channel?" and "who is this content intended for?" are some important questions to
be answering in your channel description if it's going to be used for online learning.

8. In the “Add links to your sites” section, you can add various links to your channel such as contact
information and various teaching references that relate to your content.

9. Once you are finished setting up the channel, click “Save and Continue” on the bottom of the page.
10. The channel is now created, but you should verify the channel in order to get access to all of

YouTube’s features for video making. To do this, click on the profile icon on the top right of the screen
interface.
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= E3Voulube™

#A  Home

&  Trending

i@  Subscriptions
|g Library

£ History

[3]  Yourvideos
©  Watchlater

PowerPoint Tutorials

v Show more

SUBSCRIPTIONS

©  Popular on YouTube

e Music
o Sports.
© caming

MORE FROM YOUTUBE

Recommended

@ The Day Brazil & Germany Fans
Will Never Forget

Alsido Football ©

101K views + 1 week ago

o These Football Skills Should Be
Illegal

JN Football

712K views + 6 days ago

11. Click on “Settings”.

= 3 Youlube™

'  Home

&  Trending

&  Subscriptions

I3 Library

£ History

[2]  Yourvideos

©  watchilater

= PowerPoint Tutorials

v Show more

SUBSCRIPTIONS
©  Popular on YouTube
@ Musc

o Sports

Q© caming

MORE FROM YOUTUBE

Recommended

The Day Brazil & Germany Fans
Will Never Forget

Alsido Football @
101K views * 1 week ago

o These Football Skills Should Be
lllegal
JN Football
712K views * 6 days ago

Quick & Simple Breakfast
Recipes With Gordon Ramsay
Gordon Ramsay ©

5.3M views - 1 week ago

Curious Baby Elephant Seal

fotomotofotograf
6.3M views - 10 years ago

Quick & Simple Breakfast
Recipes With Gordon Ramsay
Gordon Ramsay @

5.3M views * 1 week ago

Curious Baby Elephant Seal

fotomotofotograf
6.3M views - 10 years ago

12. Click on “Channel status on features”.

@

Golden Retriever meets his new
Ppuppy sister

BoomerTube

12M views - 1 year ago

v

Amazing Cockpit View! US Navy
Blue Angels Team Highlights

Military Archive @
8.4M views + 5 months ago

8
AST
© Paid memberships
& YouTube Studio
EX  switch account >
L . 44:01
Golden Retriever meets hi 3 sgnout
puppy sister
BoomerTube £} Dark theme: Off >
12M views * 1 year ago
#a  Language: English >
@ Location: Canada >
PR — ‘
@  Your data in YouTube
@ Hep
[ send feedback
Amazing Cockpit View! Ut
Blue Angels Team Highlig EZ)  Keyboard shortcuts
Military Archive ©
8.4M views + 5 months ag
Restricted Mode: Off >

Department of Management Sciences - Faculty of Engineering

How to Get Your First 1000
Subscribers on YouTube in...
Think Media ©

85K views +

Streamed 2 weeks ago

1 Ordered Pizza And Tipped The
House

MrBeast ©

39M views * 5 months ago

Management OLAs o
managementolas@gmail.com

Manage your Google Account

Create a channel

106



Search Q DIEE‘.

Choose how you appear and what you see on YouTube

Signed in as managementolas@gmail com
g Your YouTube channel

This is your public presence on YouTube. You need a channel 10 upload your own videos, comment on videos, or create playlists.
Connected accounts

Your channel A S
Watch on TV 9

e
L]

Biling and payments S—— ot o s e

("---”
R S 5

13. Click on “Veritfy”.
14. Follow and complete the verification process.

Uploading a Video to YouTube
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Tutorial Video: Click here to learn how to upload a YouTube Video.

1. Click the "create" button on the top right corner of the screen.

= @3 Youlube
A Home
) Trending
&  Subscriptions
B ubay
9 Hestory
Your videos Husky Stops Baby Crying In The Jets Fighter in Low Pass _v 15 Amazing Shoricuts You
Cutest Way Ever! [CUTEST .. Shocking Spectacors Aren't Using
[\ Watch later niperthusky @ beyped Head BRIGHT SIDE ©
5K views * 48 minutes agc A9M views * 2 yoars ag¢ 14M views * 1 yoar agx

3 Liked wdeos

SUBSCRIPTIONS

o Popular on YouTube

0Q v
© oo
° Geming z ' BELAMERXE; BAK ’ 1 Ordered Pizza And Tipped The lofi hip hop radio - beats to
SUELTHERLERXE House relaw/ study to
mosheror Akachan 10 Pett Mrieast © hilledCow ©
MORE FROM YOUTUSE 4.5M views * 2 months ago I9M views + § months ago 44K watching
LIVE NOW
£  YouTube Premium
b (13 b 99
2. Click on “upload video”.
= EBYoulube™ o = a @
-
&
& (2]  Upload video
) Trending (») Golve

&  Subscriptions

“ ™
et L

1B by
O Hstory
Vour videse e Best Sportmanship in Football!! Husky Stops Baby Crying In The Jets Fighter in Low Pass 15 Amazing Shortcuts You
JackeM Cutest Way Ever!! [CUTEST... Shocking Spectacors Arent Using
©  Wwatch later PIOK views * 1 weoek ago milperthusky © Hyper Head BRIGHT SIDE ©
15K views * 48 minutes ago 49M views * 2 years ago 14M views * 1 year 8go

e Uiked videos

SUBSCRIPTIONS
©  Poputar on YouTube A
0 v ' y =
: FREE PiLl
o Sports 10:00 E———
© Gaming The Day Portugal Fans Will (BELSMEXXS) AR g | Ondered Pizza And Tioped The 1ofi hip hop radio - beats to
Never Forget SURLTHERLARXS.. T House relax/study to
Alsicio Football @ Omoshirol Akachan to Petto MrBeast @ ChelledCow ©
MORE FROM YOUTUBE 204K views * 1 week 390 4.5M views - 2 months ago 39M views * 5 months ago 44K watching

3. Select the video(s) you want to upload by either dragging and dropping the video files onto the upload
interface or by clicking “Select Files” and selecting video files from your computer files. Note: If
multiple video files are selected to upload, they will upload sequentially.
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https://youtu.be/kyUHzRFMNnY

Upload videos

JIPLOAD WITH CLASSIC >

[

Drag and drop video files to upload

SELECT FILES

™ITING your videos %0 YouTube. you scknowledge that you agree to YouTube's Terms of Service and Commuraty Guidelnes

i Please De sure not 10 viclate others copynight of privacy rights Learn more

4. As the video(s) begin to upload. You can start to input the details of your video. The 4 main detail
elements of a YouTube video are the title, description, thumbnail and playlist. First, decide on a clear title
that specifically defines the content being taught in it.

Note: If you're posting a series of lecture videos make sure to have a consistent title format for each video
for example you can have the course code - lecture number - the lecture topic - the date. For example,
MSCI 252 - Lecture 09 - Binomial Distributions - 05/25/20

o Details 2 Video elements 3 Visibility

Details

Description (?) ==
> o) 0:00/003 Rp—r—

Video link

D
https://youtu.be/XUD5aQMVgCO

Filename

Test Video.mov
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5. For the description of the video, briefly go over the topic of the video as well as include any necessary
links to the content being taught, as well as any other information you feel is needed to be included in it.

o Details 2 Video elements 3 Visibility
Details
Title (required
Test Video
Sy, Description D -~
» ) 000/003 -
/ideo link
https://youtu.be/XUD5aQMVgCO0 O

Filename

Test Video.mov

6. The video thumbnail is the reduced size cover image of the video. YouTube will automatically screen
capture and generate three thumbnails for the video, or you can upload your own thumbnail for the video
by selecting “Upload thumbnail” and selecting a picture from your computer. If you choose to create and
upload your own thumbnail, it is recommended to create an image with either the title and lecture number
of the lecture or tutorial, or an image related to the video's content. For example, a picture of a binomial
distribution would be appropriate for a lecture covering binomial distributions. Note: The picture for the
thumbnail should be 1280 x 720 in pixel size (16:9 ratio) and saved as a JPEG, PNG or GIF. (JPEG
recommend).

Thumbnail

_—r A

Select or upload a picture that shows what's in your video. A good thumbnail stands out and

draws viewers' attention. Learn more
\ =
~

Upload thumbna
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7. In the playlist section, you have the option to include the video being uploaded into a pre-existing
playlist on your channel. For example, if you already have a playlist for MSCI 252 Lectures and are
currently uploading a MSCI 252 lecture, click on the down arrow in the playlist section and find the
MSCI 252 Lectures playlist and select it.

Playlists
Add your video to one or more playlists. Playlists can help viewers discover your content
faster. Learn more
Playlists /
w
Select

8. Under the playlist section, YouTube will ask you if the video being uploaded is meant for kids. Select
the “No it’s not made for kids” option.
Audience

Is this video made for kids? (required)

Regardless of your location, you're legally required to comply with the Children's Online
Privacy Protection Act (COPPA) and/or other laws. You're required to tell us whether your

videos are made for kids. What's content made for kids?

\O Yes, it's made for kids

@ No, it's not made for kids
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9. Once the video details are complete, click “Next” on the bottom right corner of the screen.

Test Video Saved as draft Ea: X

o Details 2 Video elements 3 Visibility

1asien LEan | imue

Playlists . LA

Select [——

Audience
Is this video made for kids? (required)

Regardless of your location, you're legally required to comply with the Children's Online
‘ e ‘ ) » «) o0:00/003
Privacy Protection Act (COPPA) and/or other laws. You're required to tell us whether your
videos are made for kids. What's content made for kids?

Video link rD
() Yes, it's made for kids https://youtu.be/XUD5aQMVgCO0
@ No, it's not made for kids Filename

Test Video.mov

v Age restriction (advanced)

MORE OPTIONS

Paid promotion, tags, subtitles, and more

m Finished processing NEXT

10. The video elements section can be skipped as that can be saved for a more in-depth tutorial for
YouTube videos. An end screen or cards in the video are not a necessity. Click “Next” on the bottom
right of the screen.

Test Video

° Details ° Video elements 3 visibility

Video elements

Use cards and an end screen to show viewers related videos, websites, and calls to action. Learn more

Saved as draft P X >

Add an end screen

Add cards
(O]

ADD
Promote related content during your video

EE) Finished processing BACK NEXT
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11. For the visibility of your video you have three options. The first is making the video public, this
means that anyone can see your video and your video can be searched up to find it. You can also choose
to make it unlisted which means only people who have the link to your video can see it but the video will
not come up in any search results. Finally you can choose to make the video private meaning that people
you invite through email to your video can only see it but you can share the video with only up to 50
people, meaning that it is not ideal when instructing a larger class. Note: It is recommended that you
make your video unlisted and share the link with your class.

Visibility
Chaoose when 1o publish and who COn S0e your video

{®) Save or publish

() Privale

@ -..||I|:i".1'-::

() Public

12. Once the privacy option is selected, click on “Save” at the bottom right of the screen to finish
uploading the YouTube video.

Test Video Saved as draft a, =
° Details 2 Video elements ° Visibility
Visibility
Choose when to publish and who can see your video
@ Save or publish =
Make your video public, unlisted, or private &
(O Private
== .
Only you and people you choose can see your video = —— —
L —cy
(@ Unlisted » o) 000/003 <
Anyone with the video link can see your video
Test Video
O Public
Everyone can see your video Video link l_
https://youtu.be/XUD5aQMVgCO D
[] setas instant Premiere (@

o Schedule

Select a date to make your video public \
m Finished processing BACK SAVE
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Creating a YouTube Playlist

Tutorial Video: Click here to learn how to create and edit a YouTube playlist.
A playlist is a useful tool to group your videos together and allow users to watch videos in a sequential
order. For instance a playlist of lecture videos for a given class can be created that lets students watch the

lectures in order.

1. Click on the profile icon on the top right of the screen.

= O Youlube™ Search a o o oa @
A  Home /
Recommended
&  Trending
i@  Subscriptions
1O ibrary
£)  History
[5]  Yourvideos @ The Day Brazil & Germany Fans Quick & Simple Breakfast Golden Retriever meets his new . How to Get Your First 1000
Will Never Forget Recipes With Gordon Ramsay " puppy sister Subscribers on YouTube in...
[ ) Watch later Alsido Football & Gordon Ramsay & BoomerTube Think Media @
101K views « 1 week ago 5.3M views - 1 week ago 12M views + 1 year ago 85K views +
= PowerPoint Tutorials Streamed 2 weeks ago
v Show more '
SUBSCRIPTIONS w
©  Popular on YouTube T
© Music
© seorts o These Football Skills Should Be q‘ Curious Baby Elephant Seal Amazing Cockpit View! US Navy ' 1 Ordered Pizza And Tipped The
° Gaming lllegal fotomotofotograf Blue Angels Team Highlights House
JN Football 6.3M views + 10 years ago Military Archive @ MrBeast @
712K views + 6 days ago 8.4M views + 5 months ago 39M views * 5 months ago

MORE FROM YOUTUBE

2. Click on “YouTube Studio”.
3 YouTube “* Search Q q Management Sciences Onli... o

Manage your Google Account

1l

Home

]
Recommended B o chana
®  Trending ‘our chann
&  Subscriptions © Paid memberships
X YouTube Studio \ __}
I3 Library B} switch account >
4
£ History - 5] signout
G Yourvideos 6 lofi hip hop radio - beats to ‘ Building the Perfect Squirrel @ Question period: Parliame k&
relax/study to Proof Bird Feeder == partially reconvenes amid D Dark theme: Off > isa.
©  Watch later ChilledCow @ Mark Rober @ CBC News @
38K watching 5.9M views * 1 day ago 22 waiting * ‘;YA Language: English >
= Bongo Tutorials LIVE NOW Scheduled for 5/25/20, 64
SET REMINDER @ Location: Canada >
v Show more
Q Settings
SUBSCRIPTIONS @ Your data in YouTube
o Popular on YouTube © Hep
@ Music A send feedback
0 Sports E  Keyboard shortcuts
° Gaming 741 hz Removes Toxins and “5, Dog and Cat Reaction to Toy - ' | Ordered Pizza And Tippe How
———
Negativity, Cleanse Aura,... Funny Dog & Cat Toy Reaction... House Restricted Mode: Off >
MORE FROM YOUTUBE M\fs'c for bgdy an‘d spirit - Me. V\Cow Anlmals: . r:lflia.east < R -
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https://youtu.be/gMitV5lRD5c

3. On the left sidebar, select “Playlists”.

= (3 Studio Q  searchacr anne EX CREATE (D) o
Channel dashboard £ @

News > Channel analytics

Current subscribers

1

Your channel
Management nces ( e Le

83 Dashboard
== LET’'S TALK; P Summary
B videos Z ABOUT YOUTRUBE 3
i Hank Green chats with YouTube CEO View 47 -
= Pplaylists rtually met with Susan W R
\ virtually me u L Watch time (hour 05
| uss Y € the
M  Analytics onal ur
Top videos
B comments UPLOAD VIDEOS WATCH TODAY 148 hour
How To Schedule A Meeting in Bongo 3
Subtitles
= Schedule a Meeting in Webex 2
What's new in Studio Uploading a Video to YouTube 2
$  Monetization
— Find out when your viewers are on YouTube GO TO CHANNEL ANALYTICS

&

Settings

Upload multiple videos with batch uploads

Send feedback N
YouTube Known issues

4. Select “New playlist”.

Playlists n © New playlist Search playlists Q

P

View. Newestcreated ~

oy Edit

Webex Tutorials
3 .
- . - Bongo Tutorials
° [=-] Edit

-' m YouTube Tutorials o
q = (-]

PowerPoint Tutorials
° I
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5. Enter the title of the playlist and select your preferred privacy option. There are three different privacy
options for your playlist. You can choose to make your playlist either public, unlisted or private. A public
playlist can be viewed and searched by anyone. An unlisted playlist can only be shared to others through
a link and it cannot be found when searched up. A Private playlist can only be seen by people who you
have shared the playlist to via email. But you can only share the private playlist with up to only 50
people. Note: It is recommended that you make your playlist unlisted and share the link with your class.
Once the privacy for the playlist is selected, click “Create”.

PLAYLIST TITLE

YouTube Tutorials

& Public Cancel

6. You can add a description to the playlist by clicking on the lower pencil icon and you can also edit the
title of the playlist by clicking the pencil icon above. Write a concise description of what type of videos
will be contained within the playlist, are they lectures for a certain course? Tutorials? Extra help?

No videos in this playlist yet

Test 7
No videos - Updated today

Public *

e d

No description —-’__v ,.

m Management Sciences Online Learning
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7. To add videos to the playlist, select the three dotted icon that can be found above the description. Then
select, “Add videos”.

No videos in this playlist yet

Test /7
No videos + Updated today

Public

. . &

Nodet |  Add videos / /’

Collaborate

T
o

m £% PlaylistSettings  neLearning
[

Delete playlist

8. Select “Your YouTube videos” to add your videos into the playlist.

Add video to playlist x
Video search URL Your YouTube videos «__‘
2 YouTube Q

Type your search in the box above to find videos.

Cancel
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9. Click on all of your uploaded videos that you want to include in your playlist and then select “Add
Videos”.

Add video to playlist

Video search URL Your YouTube videos

I Test Video

— M2y 25, 2020

How To Use Breakout Rooms During A Bongo Meeting

May 22, 2020

How To Use Polls in A Bongo Meeting
@ This video walks you through how to create and publish polls during a Bongo meeting.

May 22, 2020

How To Draw/Annotate During A Bongo Meeting
n | This video walks you through the different drawing tools available in Bongo, and how to use them to annotate presentation slides.

May 22, 2020

TN How to install Office 365 youtube

k

-

10. Once the playlist is populated with videos, click on the share icon to get the link to the playlist along
with the embed code and other methods of sharing.

No videos in this playlist yet

Test 7
No videos - Updated today

Public =

g

No description rd

m Management Sciences Online Learning
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How to Create YouTube Subtitles

Tutorial Video: Click here to learn how to create and edit YouTube subtitles.

1. Click on the profile icon on the top right of the screen.

ft  Home /
6

GET (1000 SUBS FAST

I
g
g
g
2
»
e

Recommended
Trending

&  Subscriptions

1D ubrary ) : . |

£ History -

[5]  Yourvideos The Day Brazil & Germany Fans Quick & Simple Breakfast Golden Retriever meets his new . How to Get Your First 1000
Will Never Forget Recipes With Gordon Ramsay " puppy sister Subscribers on YouTube in...

©  Watch later Alsido Football @ Gordon Ramsay © BoomerTube Think Media ©
101K views « 1 week ago 5.3M views - 1 week ago 12M views * 1 year ago 85K views +

= PowerPoint Tutorials Streamed 2 weeks ago

v Show more

1/

SUBSCRIPTIONS

©  Popular on YouTube

e Music

o Sports o These Football Skills Should Be Curious Baby Elephant Seal @ Amazing Cockpit View! US Navy 1 Ordered Pizza And Tipped The
° Gaming Hegal fotomotofotograf Blue Angels Team Highlights House

N Football 6.3M views - 10 years ago Military Archive & MrBeast ©

712K views - 6 days ago 8.4M views * 5 months ago 39M views + 5 months ago
MORE FROM YOUTUBE

2. Click on “YouTube Studio”.

— cA
= [E3YouTube Search Q Management Sciences Onli... @
Manage your Google Account
A  Home R ded
ecommendae
: E3  Your channel
&  Trending
& Subscriptions e Paid memberships I
° YouTube Studio \ _J f
|_u_ Library \g Switch account >
¥
£ History 5] signout
)  Yourvideos lofi hip hop radio - beats to ‘ Building the Perfect Squirrel * Question period: Parliame k&
relax/study to Proof Bird Feeder == partially reconvenes amid D Dark theme: Off 5 lsa.
[] Watch later ChilledCow @ Mark Rober @ CBC News @
38K watching 5.9M views * 1 day ago 22 waliting * a  Language: English >
= BongoTutorisls Scheduled for 5/25/20, 6:1
SET REMINDER @ Location: Canada >
v Show more
Q Settings
SUBSCRIPTIONS @  Your data in YouTube
o Popular on YouTube Q Help
@ Music [  send feedback
o Sports 3 Keyboard shortcuts
o Gaming 741 hz Removes Toxins and ‘g Dog and Cat Reaction to Toy - 1 Ordered Pizza And Tippe
Negativity, Cleanse Aura,... W Funny Dog & Cat Toy Reaction... House Restricted Mode: Off >
P o :
MORE FROM YOUTUBE lsic Yor boly s spik ;e Wodnbdimlinol e S U A
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https://youtu.be/aIirUvJ-Cf4

3. On the left sidebar, select “Videos™.

IIf

D Studio Q  search across your channe BN CREATE (D) Q

Channel dashboard £ @

Channel analytics
Current subscribers
Your channel
Management Sciences Onkine Lea 1
B3 Dashboard
¢ o
Lq Videos “ "h
ﬁ a7
= Playlists
Watch time (hours) 0s
it
M  Anaiytics
Top videos
How To Schedule A Meeting in Bongo 3
B subtities
Schedule a Meeting in Webex 2
$  Monetization What's new in Studio Uploading a Video to YouTube 2
- Find out when your viewers are on YouTube GO TO CHANNEL ANALYTICS
° settings

Upload muttiple videos with batch uploads

Send feedback 2
YouTube Known issues

4. Hover over the video you want to add subtitles for with your mouse. Then click on the pencil icon to
view video details.

Uploads Live
[ vigeo Visibility Restrictions Date & Views  Comments  Likes (vs. dislikes)
Your channel fow 10 1e f ol ]
Ma: ment Sciences Online Learni n that
83  Dashboard O —_ " Adding and Editing Subtitles to Your Vid @ unlisted None May 21, 2020 3 0
= ooemsi ok ssmsipedanbduma
I3 videos &=
_ = 2 i , © uUniist.. ~ None May 21, 2020 3 0 -
= playlists /s M B o : Uploaded
M  Analyties m
D Uploading a Video to YouTube © Unlisted None May 21, 2020 7 /]
E Comments Thi Wtoriat goes over how'} 4 \‘ ’ aded
B subtittes 0O = T
YouTube Channel Creation © Unlisted None May 21, 2020 1 0 -
L e, -
$  Monetization £ L-‘ yous Yo at

30 v 270t 27 1< < > >

£ sexings
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5. Select “More options”.

€ channel videos

Your video

Creating & YouTube Playlist

#  Deuils

M  Analytics
Wl editor

B comments
BN subtitles
£ setings

B Send feedback

Video details

Basic More opticns

Tite (required) @

Creating a YouTube Playlist

Des:

o @

This video goes over how to create a YouTube playlist, add videos to it and the privacy options for the

playlist.

Thumbnail

Select or upload a picture that shows what's in your video. A good thumbnail stands cut and draws viewers® attention.

Leam more

- L |

Upload thumbnail

UNDO CHANGES m H

Video link

=
https://youtu be/gMitVSIRDSe D

Filename

Creating a YouTube Playlist. mov

Videa quality

Wisibility

& Unlisted

6. Under the “Original video language, subtitles and CC” section, click on the word subtitles (in blue)
where it says “go to subtitles”.

€ channel videos

—
—
Your video

Creating a YouTube Playlist

#  Details

M  analytics
M editer

B comments
E|  subtitles

L sexings

Video details
Basic More options

Recording date

None

License (F)

Standard YouTube License

Category

category (@
People & Blogs

Original video language, subtitles, and CC

Video language

English

To manage other languages, go to subtitles

Subtitles and CC for eriginal video lai

English by you §

Video location (F)

None

Capticn certification ()

None
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7. Under Subtitles, select “Add”.

Channel videos

Video subtitles

E Moditied on

Your video

7
B oo uumunen

k
‘ Community contributions
a

r this vi

BN subtitles
[ 1]

8. Select “Create new subtitles or CC”.

Manage subtitles and closed captions: English

SELECT METHOD

Il +) ooo/o000
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9. You're now in the subtitle editor on YouTube and it's going to show you all the text that has been
transcribed from the audio of the video into subtitles and it's going to show you the time stamp for each
chunk of text. Select “Edit” and go through the text and look for any potential mistakes that YouTube has
made when transcribing the audio of the video. To make an edit in the captions, double click on a text box
that you want to edit and go ahead and make any changes.

View published subtitles and CC: English

Subtitles/CC source: Management Sciences Online Leaming

Edit Unpublish

Actions ¥

Creating-a YouTube Playhist

In this video we will go over playlist is a useful tool to group your videos For insta
how to create a video playlist together and allow users to watch videos in a canbec

on YouTube. A sequential order. order.

Nl

10. You have the option to download the captions into a text file of your choosing. To do this select
“Actions”, and choose which format you want the text file to be downloaded in. You can open the file
with any Text application. For Mac users it would be TextEdit and for PC users it would be Notepad.

View published subtitles and CC: English ==

Subtitles/CC source: Management Sciences Online Leaming

Unpublish

Actions ¥ \

Creating-a Youlube Playlist
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Actions ~

Rename

Delete

Download

Original format
it

St !

.Sbv

(45

11. Once you are finished with the changes, select “Save changes” and publish the edited captions for
your video.

Transcribe and set timings: English Delete draft Save changes
Actiong ¥ Keyboard shortcuts | Help
Type subtitle here then press Enter \ ,

! ~Creating-a Youiube Piayhist
0:00.0 In this video we will go over how to create
0:03.6 a video playlist on YouTube. A
0:04.2 playlist is a useful tool to group your
0:09.8 videos together and allow users to watch

videos in a sequential order.

0:10.3 For instance a playlist of lecture videos
0:16.8 for a given class can be created that lets
students watch the lectures in order.

0:17.2 To create a playlist you want to go on the
0:21.7 “profile” icon at the top right of the screen
and
0:23.1 then select YouTube studio.
0:25.1 In this videc we will go over playlist is a useful tool to group your videos For insta
how to create a video playlist together and allow users to watch videos in a can be ¢
® . ' YouTube. A tial order. der.
0:28.1 Now go to “playlists”, S PSR orce

0:30.1 O YR P VTR VR R TR T

[¥] Pause video while typing
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Learn - Asynchronous

Announcements

Feature Overview

Announcements in LEARN are a great way to communicate with your entire class.
Announcements can be similar to sending an email to your entire class, except they get posted to your
course in LEARN so everyone has access to it. You are also able to edit, delete and reorder

announcements.

Create a LEARN Announcement

Tutorial Video: Click here to learn how to create a LEARN announcement.

For step by step instructions on how to create a LEARN announcement, please refer to this guide posted
on the University of Waterloo’s LEARN Help webpage.

LEARN Announcement Features

Tutorial Video: Click here to learn more about the LEARN announcement features that are
available.

Manage LEARN Announcements

Tutorial Video: Click here to learn more about the LEARN announcement features that are
available.

For step by step instructions on how to manage a LEARN announcement, please refer to this guide posted
on the University of Waterloo’s LEARN Help webpage.
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https://youtu.be/63evu8NxWhg
https://uwaterloo.ca/learn-help/announcements#Creating%20a%20News%20posting
https://youtu.be/N6FYgWR_gOg
https://youtu.be/Z1uPFwQP1pk
https://uwaterloo.ca/learn-help/announcements#Managing%20News%20Postings

Discussion Boards

Feature Overview

Discussion boards provide a collaborative space where students can post, reply to, or simply read
threads nested within topics, nested within forums. This creates a moderated space to ask questions, share
answers or files, and complete group work in a space visible to an instructor and teaching assistants.
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Create a Forum

Tutorial: Click here to learn how to create a discussion forum

1. Select Connect from the top bar of the desired course, from the drop down, select Discussions

ades Connect ~  Subr

r — - —

Classlist

Discussions

Groups

Chat

Virtual Classroom

2. From the Discussions List tab select the blue New dropdown button, and select New Forum

New Forum pro

New Topic
la -

(Tip: Discussions follow a structure; Forums contain topics, topics contain threads, threads contain replies,
deciding early on discussion architecture will provide the clearest format for all users)

3. Complete the Title and add an optional Topic of the same name, or a description for the forum.

4. Select from the given rules which you wish to enact, these will apply to all Topics within this forum.

Options
D Allow anonymous posts @
D A moderator must approve individual posts before they display in the forum Q

D Users must start a thread before they can read and reply to other threads in each topic Q
D Display forum description in topics Q

(Tip: To move to the Restrictions tab a title must be entered, once this is done, selecting Restriction will
create the forum, make sure the information entered is acceptable to be published before moving tabs)
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https://youtu.be/Vyhsw990ZFo

5. In Restrictions add any date or release conditions desired for this forum. Restricting forums to groups
is also done here.

Properties Restrictions

6. Once Restrictions are complete Save and Close or to add a topic now, Save and Add Topic

Save and Close Save and Add Topic Save Cancel
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Create a Topic

Tutorial: Click here to learn how to nest a topic in a forum

1. From the Discussions List tab select the blue New dropdown button, and select New Topic, or select
the dropdown next to an existing forum and select Add Topic, or follow from the creation of a forum above

New Forum

New Topic

2. Select the forum for the topic if necessary; cﬁrﬁbléié the Title and édd an optional description for the
topic, declare mandatory topic type using the radio buttons

Forum *

-- Choose a Forum -- ~ [New Forum] @

Topic Type

o\ Open topic, everyone can access this topic and its contents

(\7/) Group or section topic, everyone can access this topic but students only see threads from their own group or section

3. Select from the given rules which you wish to enact, these will apply to all Threads within this topic.

Options
[_] Allow anonymous posts @

[7] A moderator must approve individual posts before they display in the topic @
m Users must start a thread before they can read and reply to other threads @

(Tip: To move to the Restrictions tab a title must be entered, once this is done, selecting Restriction will
create the topic, make sure the information entered is acceptable to be published before moving tabs)

4. In Restrictions add any date or release conditions desired for this topic. Restricting topics to groups is
also done here.

Properties Restrictions Assessment Objectives

5. In Assessment add any grade items for this topic. Rubrics can also be added here, and grade calculation
can be specified.

6. In Objectives you can specify any particular learning objectives for the topic.
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https://youtu.be/CXI7WLbKOkU

Dropboxes

Feature Overview

LEARN provides an easy way to allow students to submit their work. The dropboxes allow users
to upload files within the allowed timeframe. After they have submitted their work you can then view

their submissions and provide evaluations and feedback.

For a step by step instruction on how to create, manage, and grade dropboxes on Learn click here.

Create Dropbox

Tutorial Video: Click here to learn how to create a LEARN dropbox.

Manage Dropbox

Tutorial Video: Click here to learn how to manage a LEARN dropbox.

Enable Turnitin on Learn

Tutorial Video: Click here to learn about Turnitin on LEARN.

For more information on how Turnitin is integrated with Learn click here.
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https://uwaterloo.ca/learn-help/instructors/dropboxes
https://youtu.be/YLAuc7ZwO4g
https://youtu.be/QwTKfJpuoh0
https://www.youtube.com/watch?v=9sT21lXuJ7s
https://uwaterloo.ca/learn-help/instructors/turnitin

Calendar

Feature Overview

LEARN provides an easy way to keep track of important dates. You can display due dates, set
dates for modules, as well as keep track of tasks that you plan to do. You are able to import external

calendars as well as view calendars from different courses.

For more information about calendars on Learn click here.

Navigating Calendar

Tutorial Video: Click here to learn about navigating the calendar on LEARN.

Creating Events

Tutorial Video: Click here to learn how to create events on the calendar on LEARN.
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https://l.messenger.com/l.php?u=https%3A%2F%2Fuwaterloo.ca%2Flearn-help%2Finstructors%2Fadditional-topics%2Fcalendar&h=AT3yQVXiUR1Tr6Pn_NB270lgdts9DyUckGwiUIeBrhqqYkRtGyqdszx-qDaxQdn9Cj0lWJWpW3bbf2gZjI5CUceia6YcdJ-zpTIv3NcEHy17StpfVt0ZrQaS_MnXdrAb7ocAhQ
https://www.youtube.com/watch?v=9sT21lXuJ7s
https://www.youtube.com/watch?v=mGUjsy3Ssm0

Grades

Feature Overview

The grade feature in LEARN allows you to add, share, and maintain grades for students. The
gradebook tool can be linked to Dropboxes, Quizzes, Discussions and other assessments. This tool will

allow students to be able to look at their grades and track their progress throughout the course

For more documentation about Grades and step by step instructions click here.

Setting Up Gradebook

Before you create any course assessments it is good practice to first create your gradebook. The
gradebook will help define how you evaluate your students.

Tutorial Video: Click here to learn how to set up your gradebook on LEARN.

Managing Your Gradebook - Grade Categories and Items

Tutorial Video: Click here to learn how to manage different grade properties on LEARN.

Entering Grades

Tutorial Video: Click here to learn how to enter grades on LEARN.

Instructions for Uploading Grades to Quest

Instructions for uploading grades to Quest can be found here.
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https://uwaterloo.ca/learn-help/grades
https://www.youtube.com/watch?v=Ty6lzOroURU
https://www.youtube.com/watch?v=aodFagEnNRg
https://www.youtube.com/watch?v=nsfBKoZY8uE
https://uwaterloo.ca/registrar-resources-staff-and-faculty/systems-and-access/quest/faculty-center/how-do-i-upload-my-final-grades

Videos

Feature Overview

Videos are an excellent way to produce content for online learning, whether it is a lecture, tutorial
or extra help video. Students have the benefit of being able to replay certain parts of a video in order to
solidify their learning. LEARN enables you to post videos in various ways. You are able to either upload
a video from your computer, or use a link in order to embed a video onto LEARN from a different
website.
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Linking a YouTube Video to LEARN

Tutorial Video: Click here to learn how to link a YouTube video to LEARN.

1. Go on the YouTube video that you want to link to LEARN. Make sure that the video is either public or
unlisted. If it is private, the user will not be able to watch the video on LEARN.

2. Once you are on the YouTube video, select Share.

= D3Voulube™ Searct Q = a @
- ° EOISNIRPEN.. i S YouTube Tutorials
youtite com ¢t GQUuEuG @ o Unlisted Management Sciences Onfine Leaming - 1 /4
= B Yedsbe % o + O 2 %
e YouTube Channel Creation
— IR (. rent Sciences Onine Lo
S pron 1 N 3 _’ - g 2 B @ UYploading a Video to YouTube
b - Management Sciences Online Lear
@ e ! - as . 49
. . = B £ _-.- * Creating a YouTube Playlist
© Wt e 10 Start and Grom Yeur A Too Cute & Yewr-OM s 00 Farta roson 4 Lambergie Ay Pskies Tel M How They 3 Management Sciences Online Lear.
YouTube Chanvad from Zars — That Best Cuncer Aventader SV (Logitech G335, Reaty Foet :
Ubed vaswon MU — Thatheortinom ® ay yo MRS
I v | you o5 M vaws + 3 yours 2 200 v ¥ marite a0 A8 v + & o 20 " Adding and Editing Subtities to
sussCuPTIONS 4 e Your Video

EZB) Management Sclences Online Lear

CARNIVAL SCAM SCIENCE- and
how to win

4 Mark Rober ©
Bl 55M views « 2 years ago

¥ 7 1 Gave My Credit Card To
* Random People
MrBeast ©
38M views * 4 months ago

YouTube Channel Creation
« Unlisted

— 1 Spent 24 Hours In A
20 views + May 21,2020 i 0 o 4 SHARE =5 SAVE  «ee Doomsday Bunker
@ MrBeast ©

3. Copy the link provided by selecting Copy.
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https://youtu.be/p4uB_418oT0

Share X

Embed Facebook Twitter Elogger reddit Tumblr

https:/fyoutu.be/uxZ0MITZTEI COoPY

/7

I:I Start at

4. Go to LEARN, access the module and sub-module that you want to link the YouTube video to. Select
Upload/Create.

WAEEEA';',;OO Co-op Student Training - Sandbox 888 = & O ﬂ Nino Spasik  §O%

Course Home Content Grades Connect ~ Submit v Resources v Reports Course Admin Help

| o/  Test Content . D . B
Ei’ Overview

Add dates and restrictions... -

[] Bookmarks Add a description...

B Course Schedule (3] Upload / Create ~ Existing Activities # BulkEdit Expand All | Collapse All

Table of Contents [652)
i SOLAs [14) Modules
i Arts (88 )

i Video Content

# Environment (s3) \
.. Applied Health (23] Upload / Create Existing Activities

Sciences

5. Select Video or Audio.
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mnec 4
Upload Files

e Video or Audio
Create a File \

dd « Create a Link

dd: Add from Manage Files

n New SCORM/xAPI Object Ea
New Dropbox
New Checklist

lod
New Discussion

New Quiz

New Survey

Upload / Create v Existi

6. Paste the link copied earlier from YouTube in the Enter Url or Embed Code text box.

Add Video or Audio >

Web Video or Audio Upload

e W

What video sites can be embedded?

Enter Url or Embed Code

Preview

Cancel

7. Give a title to the video being posted in the Title section. Keep a concise title that outlines the content
in the video.

Department of Management Sciences - Faculty of Engineering 136




Add Video or Audio

Web Video or Audio Upload

https:voutu.be/ uxZOMIZ7ZTEI

Prewview

What video sites can be embedded?

Title ~ /

M ¥ouTube Channel Creation H

B et

8. Once the video has been titled, select Save to post the YouTube video to LEARN.

Add Video or Audio

Preview

What video sites can be embedded?

Title *

YouTube Channel Creation

"1 0000
L
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Uploading a Video From Your Computer To LEARN

1. Go to LEARN, access the module and sub-module that you want to link the YouTube video to. Select
Upload/Create.

WATERLOO Co-op Student Training - Sandbox 888 =2 & 4 a Nino spasik G

Course Home Content Grades Connect ~ Submit ~ Resources v Reports Course Admin Help

2 Test Content . |rme; . ke
GJ Overview
Add dates and restrictions... -

[1 Bookmarks Add a description...

= Course Schedule (3) Upload / Create ~ Existing Activities ~ % Buik Edit Expand All | Collapse Al

Table of Contents [652]
i soOLAs (14) Modules
¥ Arts (s8]

i Video Content -

# Environment [s3) \
sz Applied Health ‘7'{3’ ) Upload / Create v Existing Activities

Sciences

2. Select Video or Audio.

mne« v
Upload Files

e Video or Audio
Create a File \

dd « Create a Link

dd: Add from Manage Files

n New SCORM/xAPI Object Acti
New Dropbox
New Checklist

lod
New Discussion

New Quiz

New Survey

Upload / Create ~ Existi

3. Select Upload.
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Add Video or Audio >3

Web Video or Audio Upload

Enter Url or Embed Code

Preview

What video sites can be embedded?

=n -
2

4. Drag and drop the video you file you wish to upload or select Browse and select the video file you want
to upload from your files.

Add Video or Audio b4

Web Video or Audio Upload

Drop your video or audio file here to upload
ar

Browse...

You can upload files up to a Mmaximum of 1 GB.

/

= -
-
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Groups

Feature Overview

Groups within LEARN allow students to be teamed up with other students in order to get the
opportunity to work together. LEARN gives many options in creating groups for a class such as how many
students within a group, as well as if the groups are self-enrolled or auto enrolled. In addition, each group
is able to have their own discussion forum and dropbox in order to hand in assigned work. Instructors have

the option to either grade a group as a whole or grade each student within the group individually.

For information on how to set up and manage groups on Learn click here.
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https://uwaterloo.ca/learn-help/instructors/groups

Rubrics

Feature Overview

Rubrics in LEARN are an assessment tool used to evaluate submissions. Rubrics are great to use
when multiple people will be marking assessments, in order to keep the grading consistent. Rubrics in
LEARN can be linked to Dropbox folders, where they can be kept private so only instructors are able to

see them or made available to students before or after grades are released.
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Create a Rubric

Tutorial Video: Click here to learn how to create a rubric for a course in LEARN.

1. Login to your Learn Account.
2. On the Learn homepage, click on the course you want to create a rubric for.

WA|._I-EEA§hOO 288 = é) O m Mauhtab Qaderi

Calendar Pebble+ Self Registration UW Resources v Course Request Help

SYSTEM ALERT Check My System

Alert History

Computer

Courses and Communities Requirements

All 1205 - Spring 2020 1201 - Winter 2020 1199 - Fall 2019 1195 - Spring 2019 >

S Y

AM(inaa

Details | Full Computer Requirements

Announcements v

2017 Incoming PD 7 Online - Spring Co-op Student Training A look at the textbook
Engineering Students 2020 - Sandbox X
Ie ; 1205 - Spring 2020 *Ongoing i

oM/t Ends September 8, 2020 at Ends September 8, 2020 at Posted May 22, 202021 PMt

“Ongoing 12:00 AM 12:00 AM Co-op Student Training - Sandbox

3. Once you have entered the course, click on the downwards arrow next to the “Resources” button.

4. A dropdown list will appear. Click on “Rubrics”.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admi

Checklist 2
Glossary

Rubrics

Co-op Student Training -

WebEX v

Click Here to access WebEX

Department of Management Sciences - Faculty of Engineering 142


https://youtu.be/djSwmLnBLp8

5. Click on “New Rubric”.

Course Home Content Grades Connect ¥ Submit v Resources v Reports Course Admin Help

Rubrics / @ Help
=N

Rubrics available to this org unit are listed below. The Status column indicates the status of each rubric and affects how it can be used. What is a rubric status?

Q ‘ Show Search Options

[]
7\ Name & Description Type Scoring Method Status
) TestRubricl ~ P Analytic Points Published
Test Rubric2 Analytic Points Published
Untitled Analytic Points Published
Untitled ~ Analytic Points Published

‘ 200 per page v ‘

6. The rubric creation page will open. Fill in the rubric details. Note that the status on the rubric will
automatically be “Published”. To change this, click on the drop down arrow beside the status and choose
the new status.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

v
. .
Edlt RUan b2 Saved  status: Published Vv
Name*
l Untitled J
Type: Holistic Vv Scoring: Percentage Vv « Reverse Level Order
‘ Level 4 L Level 3 J Level 2 ] [ Level 1 ]
. J J J
< 8 Gt
‘ 75 ] % [} [ 50 ‘ % ] ’ 25 ‘ % [} %
Options b
Close
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Manage LEARN Rubrics

Tutorial Video: Click here to learn more about the LEARN rubric management features that are
available.

Edit a Rubric
Tutorial Video: Click here to learn how to edit a rubric in LEARN.

1. Login to your Learn Account.
2. On the Learn homepage, click on the course you want to edit a rubric for.

WAJEEAghOO 238 = @'_1 @ m Mauhtab Qaderi

ooo

Calendar Pebble+ Self Registration UW Resources v Course Request Help

SYSTEM ALERT Check My System

Alert History

Computer

Courses and Communities Requirements

All 1205 - Spring 2020 1201 - Winter 2020 1199 - Fall 2019 1195 - Spring 2019 >

'fﬁ N A0 ﬁ'ﬁ‘p

Details | Full Computer Requirements

‘ m,“ Announcements V'
2017 Incoming PD 7 Online - Spring Co-op Student Training A look at the textbook
Engineering Students 2020 - Sandbox X
Communi 1205 - Spring 2020 *Ongoing .
“Ongoing ty Ends September 8, 2020 at Ends September 8, 2020 at PostedMay 22,2020 12T Mo
12:00 AM 12:00 AM Co-op Student Training - Sandbox

3. Once you have entered the course, click on the downwards arrow next to the “Resources” button.
4. A dropdown list will appear. Click on “Rubrics”.
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https://youtu.be/51FZMdB9hfw
https://youtu.be/51FZMdB9hfw

Course Home Content Grades Connect v Submit v Resources v Reports Course Admi

Checklist z
Glossary

Rubrics

Co-op Student Training -

WebEX v

Click Here to access WebEX

5. Once on the Rubrics page, click on the dropdown arrow beside the name of the rubric you want to edit.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Rubrics i

Rubrics available to this org unit are listed below. The Status column indicates the status of each rubric and affects how it can be used. What is a rubric status?

[ Q | Show Search Options

[]

\/7| Name & Description Type Scoring Method Status
[;J practice rubric v/ Analytic Custom Points Published
O TestRubric1 v 6P Analytic Points Published
r ) Test Rubric2 Analytic Points Published

200 per page v

6. From the dropdown list, click “Edit”.
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Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Rubrics i
New Rubric
Edit
Rubrics available to this org i column indicates the status of each rubric and affects how it can be used. What is a rubric status?
Preview .
h Options
Set Status >
i' View Statistics
D Name & Copy Description Type Scoring Method Status
D practice rubri¢  Delete Analytic Custom Points Published
O TestRubricl s~ &P Analytic Points Published
() TestRubric2 Analytic Points Published

200 per page v

7. The Edit Rubric page will open and changes can be made.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

v
. .
Ed It RU b rl C . Status: Published v
Name*
[ Test Rubric 1 ]
Type: Analytic v Scoring: Points Vv + Reverse Level Order

coz | [tmar )| [sewie | [e0>)

(e | ]
St

—

pt

]

Criterion 1

Initial Feedback

+ Add Criteri¢
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Delete a Rubric

Tutorial Video: Click here to learn how to delete a rubric in LEARN.

1. Login to your Learn Account.
2. On the Learn homepage, click on the course you want to delete a rubric from.

WA|._I-EEA§hOO 288 = é) O m Mauhtab Qaderi

Calendar Pebble+ Self Registration UW Resources v Course Request Help

SYSTEM ALERT Check My System

Alert History

Computer

Requirements

Courses and Communities

All 1205 - Spring 2020 1201 - Winter 2020 1199 - Fall 2019 1195 - Spring 2019 >

S Y

Details | Full Computer Requirements

‘m’l‘ Announcements V'
2017 Incoming PD 7 Online - Spring Co-op Student Training A look at the textbook
Engineering Students 2020 - Sandbox X
Communi 1205 - Spring 2020 *Ongoing )
*Ongoing ty Ends September 8, 2020 at Ends September 8, 2020 at Posted May 22,20201:21 FM 10
12:00 AM 12:00 AM Co-op Student Training - Sandbox

3. Once you have entered the course, click on the downwards arrow next to the “Resources” button.
4. A dropdown list will appear. Click on “Rubrics”.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admi

Checklist 2
Glossary

Rubrics

Co-op Student Training -

WebEX v

Click Here to access WebEX

5. Once on the Rubrics page, click on the dropdown arrow beside the name of the rubric you want to
delete.
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https://youtu.be/51FZMdB9hfw

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Rubrics Wi

Rubrics available to this org unit are listed below. The Status column indicates the status of each rubric and affects how it can be used. What is a rubric status?

[ Q, | Show Search Options
(]
D Name & Description Type Scoring Method Status
D practice rubric v &P Analytic Custom Points Published
D Test Rubric1 & Analytic Points Published
D Test Rubric2 Analytic Points Published

200 per page v

6. From the dropdown list, click “Delete”.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Rubrics © Hep

Rubrics available to this org #+=* === t=t=d Lol Tho ci-toos column indicates the status of each rubric and affects how it can be used. What is a rubric status?

Edit h Options

Preview
] Set Status >
D Name a View Statistics Description Type Scoring Method Status
O practice rubrit  copy Analytic Custom Points Published
() | TestRubric1 Delete Analytic Points Published
D Test Rubric2 Analytic Points Published

200 per page v

7. Confirm the deletion.
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Confirmation

Are you sure you want to delete this rubric?

4

8. Note that if you try to delete a Rubric that is linked to a dropbox (rubric appears with a link icon beside
its name), you will not be able to do so until the rubric is unlinked from the dropbox.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Rubrics sy

Rubrics available to this org unit are listed below. The Status column indicates the status of each rubric and affects how it can be used. What is a rubric status?

Q, | Show Search Options

[]
) Name & Description Type Scoring Method Status
| practice rubric v o Analytic Custom Points Published
) TestRubricl w | o Analytic Points Published
Test Rubric2 v Analytic Points Published

200 per page v

Information: All selected rubrics are locked
or belong to another org unit and cannot
be deleted. No action will be taken.
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Link a Rubric to a Dropbox

Tutorial Video: Click here to learn how to link a rubric to a dropbox in LEARN.

1. Login to your Learn Account.
2. On the Learn homepage, click on the course you want to link a rubric for.

WA|:I-EEA§ hoo = é] @ m Mauhtab Qaderi

Calendar Pebble+ Self Registration UW Resources v Course Request Help

SYSTEM ALERT Check My System

Alert History

Computer
Requirements

Courses and Communities

All 1205 - Spring 2020 1201 - Winter 2020 1199 - Fall 2019 1195 - Spring 2019 >

S OANEE | e

Details | Full Computer Requirements

‘ m‘ Announcements V'
2017 Incoming PD 7 Online - Spring Co-op Student Training A look at the textbook
Engineering Students 2020 - Sandbox X
Communi 1205 - Spring 2020 *Ongoing )
*Ongoing ty Ends September 8, 2020 at Ends September 8, 2020 at Posted My 22,2020 1:21 M0
12:00 AM 12:00 AM Co-op Student Training - Sandbox

3. Once you have entered the course, click on the downwards arrow next to the “Submit” button.
4. A dropdown list will appear. Click on “Dropbox”.

1

/

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

g2l

Blog

Dropbox

Co-op Student Tra s

Surveys

Video Assignment

WebEX v Calendar v

5. On the Dropbox Folders page, click on the drop down arrow beside the name of the dropbox you want
to link a rubric to.
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https://youtu.be/zs0Lx_K_SPA

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Dropbox Folders
Edit Categories More Actions v

# Bulk Edit

Folder New Submissions Completed Evaluated Feedback Published
No Category
Dropbox1 v L ¢ 0/1 0/1 0/1
Test Dropbox1 v @ 0/1 0/1 0/1

Q Help

Due Date [ 7)\"‘

Jun 19, 2020 1:41 PN

Jun 5, 2020 4:00 PM

6. From the drop down list, click “Edit Folder”.

Course Home Content Grades Connect v Submit v Resources v Reports Course Admin Help

Dropbox Folders
Edit Categories More Actions v

View Submissions

%’ Bulk Edit
e Bl Edit Folder

D o New Submissions Completed Evaluated Feedback Published
Hide from Users

No Category Delete Assignment

O Dropbox1 ~  SubmissionLog 0/1 0/1 0/1

) Test Dropbox1 v @ 0/1 0/1 0/1

e Help

Due Date m
L

Jun 19, 2020 1:41 PN

Jun 5, 2020 4:00 PM
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7. The edit dropbox folder page will appear. Scroll to the bottom to the “Rubrics” section. Click “Add
Rubric”.

Course Home Content Grades Connect ~ Submit ~ Resources ~ Reports Course Admin Help

Edit Folder - Test Dropbox 1 .

Properties Restrictions Objectives Turnitin®
Name *
[ Test Dropbox 1 J
Instructions

o = P - Paragraph ~ B I U =~ = = - Font Family ~ Font Size ~ | -

Rubrics /

Add Rubric

B Test Rubric1l o X
Hi Test Rubric2 o X

[Create Rubric in New Window]

Default Scoring Rubric

No default selected @

Save and Close Save and New Save Cancel

8. Select the rubric(s) you want to link and click “Add Selected”.

Select Rubric <
Q_ | Show Search Options
) Name = Description Type Scoring Me(" 3
practice Custom e
) rubric Points Analytic
Test
(90} Rubric Points Analytic
1
Test
(~) Rubric Points Analytic
2
20 per page ~

7~

Add Selected Cancel
A

9. You will be redirected to the Edit Folder page and the selected rubrics will now appear.
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a. To edit the rubric, click on the pencil icon.
b. To unlink the rubric, click on the “X” button.
C. To create a new rubric, click “[Create Rubric in New Window]”.

10. Once you are done, click “Save and Close”

Rubrics

Add Rubric

B Test Rubricl # X
B Test Rubric2 # X

[Create Rubric in New Window]

Default Scoring Rubric

{ No default selected v ’ @

Blind Marking

[7] Hide student names during assessment

Annotation Tools /

Save and Close Save and New Save Cancel

Quizzes
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Feature Overview

Quizzes in LEARN is a tool where course instructors are able to create online tests for students.
The Quiz tool offers the user a wide range of types of questions to ask students. The user has the ability to
create and edit questions for a quiz. The Quiz Library allows the user to store questions to future reference.
For example, an instructor can store multiple choice questions of the same topic in the Quiz Library for
future use. The Quiz tool allows for either automatic grading for a question, or manual grading. In addition,
the tool is able to provide the instructor re-grading privileges for a quiz. Finally, the quiz tool provides the
instructor various statistics of the quiz they have created/graded. Statistics such as user stats, question stats
and question details can be provided to the instructor after the quiz has been released and completed by
students.

Creating a Quiz

Tutorial Video: Click here to learn how to create a quiz on LEARN.

For step by step instructions on how to create a LEARN quiz, please refer to this guide posted on the
University of Waterloo’s LEARN Help webpage.

Tutorial Video: Click here to learn how to create Standard Quiz questions.

Standard question types include Multiple Choice, True or False, and Multi-select questions.
Tutorial Video: Click here to learn how to create Written Quiz questions.

Written question types include Written response, Short Answer, and Multi-Short Answer questions.
Tutorial Video: Click here to learn how to create Advanced Quiz questions.

Advanced question types include Matching, Fill in the Blanks, and Ordering questions.

Tutorial Video: Click here to learn how to create Mathematic Quiz questions.

Mathematic question types include Arithmetic, and Significant Figures questions.
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https://uwaterloo.ca/learn-help/instructors/quizzes#Creating%20a%20New%20Quiz
https://youtu.be/Uxr8QcI7MwY
https://youtu.be/iXaGPMc8uXw
https://youtu.be/LJxSVMoCZyQ
https://youtu.be/P6r74qZe-4Y

Creating Sections and Questions in the Question Library

Tutorial Video: Click here to learn how to create sections and questions in the Question Library on
LEARN.

For step by step instructions on how to create sections and questions in the Question Library please refer
to this guide posted on the University of Waterloo’s LEARN Help webpage.

Creating Random Question Pools in Quizzes

Tutorial Video: Click here to learn how to create random question pools in Quizzes on LEARN.

For step by step instructions on how to create random question pools in quizzes on LEARN please refer
to this guide posted on the University of Waterloo’s LEARN Help webpage.

Creating and Importing Questions into LEARN Using a CSV File in Quizzes

Tutorial Video: Click here to learn how to create and import questions using a CSV file on LEARN.

For step by step instructions on how to create and import questions using a CSV file on LEARN please
refer to this guide posted on the University of Waterloo’s LEARN Help webpage.

Accessing Quiz Statistics on LEARN

For step by step instructions on how to access quiz statistics on LEARN please refer to this guide posted
on the University of Waterloo’s LEARN Help webpage.

Impersonate a Test Student to Try Out Made Quiz

Tutorial Video: Click here to learn how to impersonate a test student in order to test a created quiz
on LEARN.

For step by step instructions on how to impersonate a test student in LEARN please refer to this guide
posted on the University of Waterloo’s LEARN Help webpage.

Grading Quizzes on LEARN

Tutorial Video: Click here to learn how to grade quizzes on LEARN.

For step by step instructions on how to grade quizzes on LEARN please refer to this guide posted on the
University of Waterloo’s LEARN Help webpage.
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https://youtu.be/G9RAiYdvkgE
https://uwaterloo.ca/learn-help/instructors/quizzes#Question%20Library
https://youtu.be/X-J0LLqzkhA
https://uwaterloo.ca/learn-help/instructors/quizzes#Creating%20Random%20Sections%20in%20Quizzes
https://youtu.be/X-J0LLqzkhA
https://uwaterloo.ca/learn-help/instructors/quizzes#importformat
https://uwaterloo.ca/learn-help/instructors/quizzes#Course%20Statistics
https://youtu.be/SFCnBHjj0vY
https://uwaterloo.ca/learn-help/instructors/additional-topics/impersonate-test-student
https://youtu.be/rAfXt4iih4M
https://uwaterloo.ca/learn-help/instructors/quizzes#Grading%20Quizzes

Troubleshooting Quiz Submissions (Attempts in Progress)

For step by step instructions on how to troubleshoot quiz submissions please refer to this guide posted on
the University of Waterloo’s LEARN Help webpage.
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Microsoft Stream - Synchronous, Asynchronous

Software Overview

Microsoft Stream provides a way to deliver live, and post on-demand events within the Office 365
suite of products. Available with UWaterloo credentials, Stream can be accessed over the web, and
integrates seamlessly with other Microsoft products such as Teams, and Outlook. Groups formed in

software such as MS Teams

Use this app to create, live stream, save, and upload videos of lectures, Q/As, and other class
materials, while having the security of a private upload, limiting visibility versus a public hosting software
such as Youtube. Stream is available for download on mobile for both Apple and Android, with a limited

set of functions.
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Getting started on Microsoft Stream

1. Visit https://web.microsoftstream.com/ and sign in with your uWaterloo credentials
2. On the first page that opens, browse the provided “how to” videos

Learn how to use Microsoft Stream  Don't show this again

T o] S &

Securely upload Find content Channels and groups Embed and share

Watch now Watch now Watch now Watch now

Features

Channels and Groups
Create a channel for your course to create a one-stop shop for all course video content

Students can easily browse channel lists and follow their courses

+ Create v
One user can manage multiple channels under a single uWaterloo account
Upload video
Groups can be formed amongst users to create and upload videos privately within a set of
USers Channel
Screen Capture Record screen

Content can be created using screen capture feature within create content (15 minute limit)

Meeting Recordings

Integration with Microsoft Teams seamlessly ports meeting recordings to Stream

Review meetings from groups you are a member of, or upload important sessions to public channels
Multi-platform

Available on the web for Mac and PC users, as well as an application for both Android and iOS devices
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Miro - Synchronous, Asynchronous

Software Overview

Miro is an online whiteboard platform that provides a collaborative workspace for corporate and
education purposes by facilitating synchronous teamwork in a creative environment.

Students and educators can apply for Miro accounts with comparable features to a paid account
with proof of enrollment/employment. Learn about qualifications and the application process here, note
that applications may take up to 10 days to process.

Visit the features page here to see how you can run classes, collaborate outside the classroom, and
engage students using online whiteboarding.
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Getting started on Miro
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https://help.miro.com/hc/en-us/articles/360017730473-Education-Plan
https://help.miro.com/hc/en-us/articles/360017730473-Education-Plan
https://miro.com/education-whiteboard/
https://miro.com/education-whiteboard/

1. Visit https://miro.com/contact/education/ and apply for an education account with Miro

2. This page provides instructions on how to start a free account, one with fewer features, for testing
functions in the meantime

3. Visit the “How to start” guide provided here begin collaborating

Guides
Getting Started Using Miro Administration
Integration and Apps Technical Questions
Features
Integration

Built-in integration with video software

such as Zoom and MS Teams to run synchronous video and whiteboard sessions
Multi-platform

Available on the web for Mac and PC users,

accessible through mobile browser on iOS and Android Phones and Tablets

Compatible with all modern Web browsers (see Technical Questions for limitations with IE)
Unlimited Space

Every “whiteboard” expands endlessly in

each direction, and education accounts are entitled to unlimited whiteboards
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https://miro.com/contact/education/
https://help.miro.com/hc/en-us/articles/360017571954-How-to-Start-Collaboration-with-Miro
https://help.miro.com/hc/en-us/articles/360017571954-How-to-Start-Collaboration-with-Miro
https://help.miro.com/hc/en-us/categories/360001415214-Getting-Started
https://help.miro.com/hc/en-us/categories/360001420434-Using-Miro
https://help.miro.com/hc/en-us/categories/360001511814-Administration
https://help.miro.com/hc/en-us/categories/360001415234-Integrations-Apps
https://help.miro.com/hc/en-us/categories/360001429493-Technical-Questions

Open Broadcast Software (OBS) - Synchronous, Asynchronous

Software Overview

OBS is an open source streaming and recording software for media creation and broadcast that can
be downloaded for free from the web. OBS has advanced capabilities and is a widely used tool in streaming
as well as video creation such as making content for YouTube.

Use advanced controls to create scenes, mix audio, and build the perfect video lectures, Q/As, or
Tutorial sessions. OBS controls range from simple screen and voice recording to complex editing tools,
and is suited to experienced content-creators, or those willing to learn a more powerful tool. Streaming
can also be done using OBS, however it is a more difficult strategy to master than recording, and would
only be recommended to more advanced users, or those who are familiar with streaming. Read about
getting started streaming with OBS here.
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https://www.theverge.com/2020/4/15/21213548/live-stream-obs-how-to-streamlabsobs-windows-mac-hardware

Getting started with OBS

1. Download OBS for your operating system here
2. For a “Getting Started” level how-to, watch a Tutorial here
3. For advanced controls, and specific needs, check out the OBS Wiki here

Latest Release 5@ - _r.f} 25.0.8 - April 26th

Windows macO0S 10.13+

Features

Real time video capture and audio mixing

Unlimited scene and transition count

Supported by all major video and streaming platforms
Modular Ul to rearrange and simplify controls to your needs

Available for download and use on all major OS
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https://obsproject.com/
https://obsproject.com/
https://www.youtube.com/watch?v=DTk99mHDX_I
https://www.youtube.com/watch?v=DTk99mHDX_I
https://obsproject.com/wiki/
https://obsproject.com/wiki/

Piazza - Asynchronous

Software Overview

“Piazza is an online platform that facilitates interaction among students and instructors in an
efficient and intuitive manner” (Quick Start Guide). Piazza is a great resource for facilitating class

discussions and answering class questions asynchronously. Piazza allows for anonymity of students when
asking questions and community editing so that everyone can get involved. Piazza is a great tool for
instructors who want to separate questions, discussions and announcements as Piazza has a separate section
for each. Piazza allows the entire class to see questions asked by peers which, alternatively, may have been
a private email to the instructor.

plQZZQ OLATESTCLASS™ Q&A  Resources Statistics. Manage Class.
[l UvE qea (il orafts | @@ bwl hw2 hw3 hwé hwS hw6 hw7 hw8 hwd hwl0 project exam logistics other
4 | Unread Updated Unresolved Following a-
- PINNED « New to Piazza with the transition to online classes?
¢ M Privale Search for Teammates! anz/2o Watch these videos 1o get started: Every Monday - Friday:
(1 =] Creating and Configuring Your Class 9am & 12pm PDT: Live Piazza Demo
——— Announcing Piazza to students 10am & 1pm PDT: Live Office Hours

See full schedule

o [ PrvEs ntraduce Piazza to your stu...

a8
o W PvEte Get familiar with Plazza w Our team is on standby 1o help you get started with Piazza, Email us at team@piazza.com If you need help!
a8
. W Private Tips & Tricks for a successfu... Wec
L ~ Class at a Glance updated 9 seconds ago. Reload Ga to Live Q&A
Welcome to Piazzal Ve
Piazza is a QBA platform designed ta get yo E .
wars from classmates and Instructor (L= n 5 unread posts 6 total posts Educator Tips during COVID-19:
§ total contributions

1o unanswered questions O insiructors' responses
0 students' responses e
no unresolved followups /a xug. responss tine § e
Student Enroliment out of 100 (estimated) Edit
0 enrolled

Download us in the app store: [CHES

Share Your Class
Professors appreciate Piazza best when they see how it is being used.

Allow colleagues to view your class through a demo link - & restricted, read only version of your class where all
students' names are anonymized and all student information hidden.

tps: - L S "
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http://www.piazza.com/pdfs/piazza_product_introduction.pdf

Getting started on Piazza

1. Visit https://piazza.com and click on “Professors and TAs Get Started”.

p I OZ ZO Product In Professors' Words Support About Us Piazza Talent (5» (=] )
The incredibly easy, completely free Q&A platform

Save time and help students learn using the power of community

Wiki style format enables collaboration in a single space

Features LaTeX editor, highlighted syntax and code blocking

Questions and posts needing immediate action are highlighted

Instructors endorse answers to keep the class on track

Anonymous posting encourages every student to participate

Highly customizable online polls

Students Get Started Professors and TAs Get Started View a Real Class

Learn more about how Piazza complies with FERPA Companies looking for talent start here
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https://piazza.com/

2. Type “University of Waterloo” in the search bar and click on “University of Waterloo”.

Select Your School

You can create your school if it does not already exist.

Search Schools:

University of Waterloo

Searching for "University of Waterloo"

University of Waterloo (uwaterloo.ca)

Unofficial University of Waterloo
+ Add New School

Privacy Policy ~Copyright Policy Terms of Use  Contact us at team@piazza.com

3. Choose the correct term and search for the course you are looking to join. If you want to create a
new course click “Create a New Class”.

University of Waterloo

(change school)

Welcome to Piazzal Selected term: rail 2020
Piazza is a free platform for

instructors to efficiently manage

class Q&A. Students can post Enter Class Name: I MscCl

questions and collaborate to edit
responses to these questions. Searching for "MSCI" ‘
Instructors can also answer

questions, endorse student + Create a New Class

answers, and edit or delete any
posted content. MSCI 100: Management Engineering Concepts

Piazza is designed to simulate
real class discussion. It aims to
get high quality answers to

MSCI 121: Introduction to Computer Programming

difficult questions, fast! MSCI 121_M2HANCOC_1201: MSCI 121 - Winter 2020
The name Piazza comes from MSCI 131: MSCI 131: Work Design and Facilities Planning
the Italian word for plaza--a

common city square where MSCI 211: Organizational Behaviour

people can come together to

share knowledge and ideas. We MSCI 240: Algorithms & Data Structures

strive to recreate that communal
atmosphere among students and o .
Instructors. MSCI 245: Databases and Software Design

Gopyright ©201 MSCI 261: Engineering Economics: Financial Management for Engineers

Privacy Policy Copyright Policy _Terms of Use  Contact us at com
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4. Choose the correct term and search for the course you are looking to join. If you want to create a
new course click “Create a New Class”.

University of Waterloo

(change school)

Welcome to Piazzal Selected term: Fall 2020

Piazza is a free platform for
instructors to efficiently manage

class Q&A. Students can post Enter Class Name: ﬂ MSCI
questions and collaborate to edit i
responses to these questions. Searching for "MSCI" ‘
Instructors can also answer

questions, endorse student + Create a New Class

answers, and edit or delete any
posted content.

‘Z
7]

Cl 100: Management Engineering Concepts

Piazza is designed to simulate

real class discussion. It aims to MSCI 121: Introduction to Computer Programming

t high lif ¢
giefﬁc:ﬁ( q%ias(lg:sr:sf:::!s ° MSCI 121_M2HANCOC_1201: MSCI 121 - Winter 2020
The name Piazza comes from MSCI 131: MSCI 131: Work Design and Facilities Planning

the Italian word for plaza--a

common city square where MSCI 211: Organizational Behaviour
people can come together to
share knowledge and ideas. We MSCI 240: Algorithms & Data Structures

strive to recreate that communal
atmosphere among students and o .
Instructors. MSCI 245: Databases and Software Design

Copyright ©1201 MSCI 261: Engineering Economics: Financial Management for Engineers

Privacy Policy Copyright Policy _ Terms of Use _ Gomtact us at @zza.com

5. Fill in the class name, class code, class enrolment, and class term. Click “Create Class”.

University of Waterloo

(change school)

Selected term:  Ffall 2020

Welcome to Piazza! Create a New Class

Piazza is a free platform for
instructors to efficiently manage
class Q&A. Students can post
questions and collaborate to edit
responses to these questions. Class Number: | OLA Test Class
Instructors can also answer

questions, endorse student

answers, and edit or delete any

posted content.

Class Name: QLA Test Class

Estimated Class Enrollment: 100
Piazza is designed to simulate
real class discussion. It aims to
get high quality answers to Class Term: Fall 2020

difficult questions, fast!
Wrong term? Select a new term at the top of this

The name Piazza comes from
the Italian word for plaza--a 1 am affiliated with University of W,
common city square where o

people can come together to Conditions.
share knowledge and ideas. We

strive to recreate that communal

A
atmosphere among students and - ¢
instructors. Create Class Cancel

Unable to add your class? Email us at team@piazza.com or call us at 1-800-818-4124, and we'll help you get started!

0 as per Piazza's Terms and
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6. Enter your UWaterloo email and click “Enroll Me!”

University of Waterloo

(change school)

Selected term:  Fall 2020

Add More Classes: Teaching more classes this term? Add them here

Enroll in Your Class(es)

Enter your email address ending with uwaterloo.ca to enroll. We will send an email to this address with a
link to activate your account.

Email | Enter your uwaterloo.ca email address

Confirm Email | Re-enter your uwaterloo.ca email address.
Enroll Me!

Unable to sign up? Email us at team@piazza.com or call us at 1-800-818-4124, and we'll help you get started!

7. If you are a new Piazza user, you will receive an email from Piazza with a link to activate your
account and an registration code. You can click the link in the email to activate your account or
you can enter the registration code on this page and then click “Submit”. You will be directed to
setup your account by confirming your email and creating a password.

Activate Your Account

You're almost done! Check your inbox for the invitation email. Then you can log in to your classes and start asking
questions!

Enter registration code Not getting the email?

We sent a registration email to Please check your bulk mail or spam folder first.

m2qgaderi@uwaterloo.ca. The email may take a 2 o

2 : 9 » Click here to resend the activation code. It may take a
couple minutes to arrive. Either enter the provided
activation code, or click the activation link in the email
to finish enrolling.

few minutes to arrive.

If it's still not there, please contact us for help!

& team@piazza.com 3 1-800-818-4124

Forgot a class?

If you forgot to add a class, just click the button to the right.
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Set Up Your Piazza account:

Account Information (required)

Contact us at
team@piazza.com with any
questions.

Is this your preferred email address: m2qaderi@uwaterloo.ca No, use another email

Full Name Choose Password Confirm Password

I've read and accept the Terms of Service and Privacy Policy

Learn more about how Piazza complies with FERPA

8. Piazza will log you in and take you to a class setup page where you can manage different
features. Once you are done, click “Finish Setup”.
Features

Please refer to Piazza’s Quick Start Guide for more information about the following features.

Course Page

Q&AS

Place to manage announcements, course information, course resources, the syllabus and more.
By default, resources instructors upload are private. Can make them public from “Manage Class
Page”.

Instructors can post announcements to their class by posting a note (not a question).

Instructors can post polls (does not require clickers). App available for free in app store.

View and download detailed class participation information.

Students can ask questions then instructors and fellow classmates can answer. Instructors can give
students the option to participate anonymously.

Questions and answers are community edited - students and instructors can edit others’ questions
and answers.

Questions have a separate follow up discussion section that are more unstructured.

Unanswered questions are easily distinguishable (highlighted in red).

CampusWire - Synchronous, Asynchronous

Software Overview

Department of Management Sciences - Faculty of Engineering 168


http://www.piazza.com/pdfs/piazza_product_introduction.pdf

CampusWire is a great tool for answering class questions asynchronously, having live polls, posting
announcements and sharing documents. Campus wire allows you to create different classes with various
channels within the class to keep things organized. CampusWire also prevents duplicate questions and has
direct messaging. Further, CampusWire has “Rooms”, which can be used to host virtual office hours,
coordinate with TAs or host class discussions.

CampusWire provides thorough tutorial videos on their YouTube channel to walk through how to
use the different features they offer.

7]

£\ Notifications

Search

[earch for people, classes and group

(O DMs

Q, search

Create a class or group
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https://www.youtube.com/channel/UC7uwktntEnuxx6MRQCqnfVg/videos

Getting started on CampusWire

1. Visit https://campuswire.com and enter your UWaterloo email. Click “Get Started”.

9 campuswire Features About us Pricing Blog Get the apps Sign in Request a demo

Where people learn
together online.

Campuswire is an online space for your class that makes teaching
and learning online easy

Enter your university email Get started
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https://campuswire.com/

2. You will receive an email with a verification code. Enter the code and click “Continue”.

[+

Verify your email

We've sent a confirmation code to m2qaderi@uwaterloo.ca
Please enter it above to verify your account

C: 1|U~,_\;‘

Didn't receive an email? Send it again

Download on the GETITON

s
. App Store 3 Google play

3. Enter your first name, last name and select youtube appropriate association to UWaterloo. Click
“Next”.

[+

About You

First name Last name

Undergrad v
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4. Create a password and click “Next”.

O

Set password

Please choose a password.
Your password must be at least 6 characters long.

password T

Confirm password /

5. Click “Next” to be brought to your CampusWire homepage.

Welcome to Campuswire!

Your account set up is completed. Please click the

continue button to start using Cyire.

6. Click “Continue” to take a virtual tour of CampusWire.

Welcome to campuswire!

We've designed Campuswire to streamline your cou|
announcements and discussions. Click "continue’, fora
quick tour of Campuswire.

Skip
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Features

A modern Q&A forum

Chatrooms for group discussion

A video office hours feature

A clicker tool for in-class active learning and attendance

Please refer to CampusWire’s YouTube channel for video tutorials on commons “How Tos”.
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Slack - Synchronous, Asynchronous

Software Overview

Slack is a messaging server host where organizations can create groups, channels, and direct
messages to contact each other without the need for email, speeding up and organizing communications.
This includes sending attachments, integration and plug-ins with other software, and video calling
capabilities.

Slack has a free version for small organizations, with a limited set of features, and several paid
versions with increasingly sturdy integration, and security features. Educational institutes and individuals
are eligible for a discount with these packages. See pricing details here, and Slack’s education page here.

® ) Search Acrme Inc. (?)

All Unreads
F| Threads

(@ Mentions & reactions

1‘-.\

L Drrafis

]_ Show mone

+* (Channels
# annu

# customer ter Today
# billing-crossfunction
con-collab G Zoe Maxwell
- Question from MakerCorp
Could | get a hand with answering this customer's question?
https: facme.zendesk.com/fagent/tekets/ 1782329 Ticket from John Bizness: Ticket #1782329
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https://slack.com/intl/en-ca/solutions/distance-learning?geocode=en-ca
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Getting started with Slack

1. Try ademo of Slack here, or read “Why Slack” here, to decide if it is the right tool for your
communication needs

2. Get started with a free version by signing up with your uWaterloo email here
3. Check out Slack 101 to “learn the ropes” of Slack here

4. Learn advanced features and uses from the Slack Basics guide here

£ =] #]

Share files Connect an a call Collaberate with partners
Keep files and the messages about them If working face to face is easier, go from Wark faster with external chents, veandors and
togethaer in channals, channel to woice or video call in a click mara by working in a channal

Features

Integration

Built-in integration with Office 365, Google

Drive and Dropbox for seamless file sharing

Email capabilities plug-in through Outlook and Gmail within the app
Organization

Sort classes, group or projects into

channels to compartmentalize people and processes

Review history of chats, channels and group with a scroll and not a massive email chain
Instant Communication

Engage in live discussion or video,

reducing the wait times and out-of-sync issues of email

Robust Free Version

Common integration including 365 and the Google Suite available free
Save up to 10,000 most recent messages in free version

Video calling available, but limited to 1:1 conference
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Crowdmark Synchronus,

Creating a remote exam in Crowdmark:

1. For avideo tutorial on creating a remote exam, refer to the link below:

https://crowdmark.com/help/creating-a-remote-
exam/#:~:text=Start%20by%20clicking%20Create%20Assessment,a%20due%20date%20and%20tim

€

2. Click on the left panel to the course that requires an exam

Demo Course ISR

3. Click on Create Assessment -> New Assessment on the top right button of the screen

Demo Course
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4. Insert the assessment name, students who will receive the exam and any relevant faculty members
who need to be aware of this assessment

Create an assessment
Assessment name

In-msmd

Students (11 included)

| All envolied students

Instructional team (1 Instructor included) O

| All team members

5. Select the “Assigned” Option

My Courses - Demo Course - Remote Exam Instructional team v . Maggle Crowamark  # Sign out
Remote Exam
Type
Which type of assessment would you like to create?
Administered Assigned
Any assessment that is monitored by the instructor Any assessment that a student completes
In person. The will print and The student will be amalled the
the assassment, then scan and upload the assassment and must scan and upload thelr
compieted assessments. completed assessment.
© Leam more about assessment types
O Delete assessment m
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6. Select the due date and time that the exam will end. Include a lateness penalty where concerned.
a. Atimed assessment can be used so students may start the exam any time during the day
and have a precise amount of time to complete it. In this case, the due date will need to be

adjusted so it will end on the following day.

Instructional team v .
Enter the details of your assessment
| Due date August 14, 2020 - 05200 pm (Ea |
| ateness penatty: [l 0% Par day late - |
Assessment options
Timed assassment O Group assassment O
&
How much time will students
have to complets the
A3SASEMENt7
Hours Minutes
—

In the questions tab, type the assignment description, and question content. You may also attach a

7.

pdf of instructions as highlighted below.

Remote Exam

Add questions

s can upload any number of pages in response &
The Question content fieidt sUPports

Question content Edit Preview
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8. Type out the question or attach a pdf detailing the question as shown below. Additionally, add in
the label and maximum points that can be attained from the question.

These ane your instructions for your Femote Exam
Math Femote Exam pofjihips:/usercontent Crowoman. comy4aiinDas5-5753-4895-Dad4-1668ca203708. pdr

a1
Q2 ®
Laies Question contant Edit
a2 SSzeta (5) = ‘sum_{n=1)nlty Vrac(1 n*s}ss
Max. poinms
i
Hos

© Delete assessmant Save and o 1o Dashboard!

Thdé afe your in
MR Fomotn Exmm pol)iRIps:iUSercontan Crowtma s com/AMan08s-6753-4805 -bad4-MEaca 203708 pa!

your Aemate Exam

a1
Q2 »
Labes Cuestion content Edit
Qz $$zeta (5] = sum_{n=1)Nnfty Wac(1{n*s)$8
Max i1
o

© Delete assessment Save and go 1o Dashboard!

10. The student’s perspective of the exam is now shown. Ensure that the due date, time, and
guestions are laid out as required
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Remote Exam

Assignment description

These am your instructions for your Remate Exam Mat

Submit your assignment o

Aftir YouU aVE COMESad ths BESIGNMENt. DHESH SIVS, SCON. O WS Phog. of Your work Bnd UDioad your Ts 10 the JURStions besow. Crowdmark accepts PDF. JPG. and PNG file formats

@1 {10 points)

Q2 (10 points)
-
Cls) = —
c 2:.~

+ Dvag and (rop your fles or click 10 browss...

11. When the assessment is complete, click “Save and go to Dashboard”.

b. On the dashboard, the assessment settings can be changed manually, and a schedule can
be set for automatic distribution.

Remote Exam

Distribute the assessment m Administration
Your assessment was created successfully! 1 s due Friday August 14, 2020 5:00 PM
(Eastern Daylight Time)

Whaen you're ready, you Cen distriu emall by cicking the Distribute to students

@ Lot assesament

© Delete assessment

12. Either schedule automatic distribution or distribute the assessment to the students at the required
start time
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x
Schedule assessment distribution

Choose a date and time to distribute the assessment to students automatically.

Distribution date:

Choose date Enter time

Marking an exam in Crowdmark

Please note that all screen shots were taken from the video in the link below, and are not orignal content.
It has be summarized for your convenience.
https://crowdmark.com/help/grading-a-remote-
exam/?fbclid=IwAR3AJUBV01R4rNQVUEZZ9gpOttNmRg-sMPVmPJ_BRQtMDg--VsHtoJfCf18

1. The above link contains a video that provides a complete breakdown on how to mark exams, and

it is heavily suggested that all exam markers view it.

2. Within an Individual submission within a course, select a question that needs to be marked from

the middle of the Crowdmark page.

wse + Ramote Mot Bxam Instuctionsl team v . Maggee Crowdmark @ Sgn out
Remote Math Exam =
Grading Administration
i —— e | o wwmmnm |
Inormation o sach queston wi appee:

6 Lock assessment
Q1 Q2
¢ iy 0 0 O% raded 8 o) S B e
00,08 o1 37 aph
»

3. Once the Question has been opened, a variety of markup tools can be accessed from the toolbar
on the left side of the Crowdmark page,
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Maggie's Demo Course » Remote Math Exam @, @ P evmsens @ S © Mo

@ 1 Comment theary

2 comect mots 2

2 x-3=2x-3)0
Chack your saition by
comectly factores 3
comect rootu based 3
Got holo wih tactoring ot
rnat s

Groat work! ]
Muaing ane factor -1
Hewgnaor 08

=

& Q1 Comment ibary |
2 correct roots 2 ‘
2% - x=-3=(2x=3)(;
Check your solution by
correctly factored 2
correct roots based 3
Get heip with factoring at.
great work
Great work!

2
Missing one factor -1
+/~ sign emor -0 |

5. All comments with associated point values will automatically increase the grade shown on the
right side of the crowd mark page. This value can be manually adjusted using the integrated
number pad or keyboard number pad.

2% e’ Dwma Coxrue - Pt bth Exam @, O et smstons 1= Sz © Hop _

»
Y
v
o
H
0
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6. Navigation options include going to the next question by clicking “Next Ungraded Question” on
the bottom right, changing booklet by clicking on the arrows next to the current booklet on the
top right, and using the “Overview Grid” by clicking on it in the top right corner to create an
overview pop up.

Overview grid

7. After all marking is finished, navigate to the results page by clicking on “Results” on the left side
of the screen, and press “Send Grades to Students” on the right side of the results page to release
the marks to the students.

o2 - Magy's Dama Gourse - Famot Math Exam wamconatsar v (@) wagoe crumane 0 Smar

Results
Student view settings m Send and export grades
s
Nore
Inciuda Distribution of scores graph € +  Export gracks s CSV
Yoz »
Distribution of scores Ve m .

N ERIED)

Studerts: 1 Mean: 20 Medan: 20 S, Dev. 0

8. There are many useful keyboard shortcuts listed below to increase efficiency.
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Keyboard shortcuts

Navigating Annotating
enter — Nextungraded z — Annotation mode
1 or shift + - — Nextbooklet c ~— Checkmark mode
h or shift + « - Previous booklet x — X mode
j or shift + i — Nextquestion in booklet q — 7 mode
k or shift + t — Previous question in booklet s — Highlight box mode
d — Delete mode
Evaluations
e — Next evaluation Commenting
n — New evaluation v — Comment mode
shift + ¢ - Clone evaluation shift + enter - Save comment
p — Make primary esc — Cancel
Scoring ST R e
0-9 , . -— Assigngrade

enter — Save grade
't —Addatag

9. One tip is that filtering evaluations through the “Filter Evaluations™ option on the top right can be
helpful

x
Filter evaluations

After 300lying fiters, use the Next filtered biutton (7 fhe back bution = your browsen o nvigats threugh boodets
Cick Cloar fifters 1o swicn back 10 the Cetaull navigaton.

Questions Team members Taps Scare

@®m @m [ o |

o @ oo o wle
Crowamark
o2

No soore

e TR

Linking Learn to Crowdmark Assessments

1. The below link contains step by step instructions on how to proceed with first time login into
Crowdmark in order to ensure that the new account is linked to learn and Crowdmark.
https://wiki.uwaterloo.ca/display/ISTKB/Signing+into+Crowdmark+through+L EARN

2. This next link contains step by step instructions on how to import a course from LEARN. Note:
This requires step 1 to be completed successfully.
https://wiki.uwaterloo.ca/display/ISTKB/Importing+a+course+from+LEARN
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3. Instead of manually enrolling students, it is best to enroll all students via syncing the students
with Learn. The following link contains step by step instructions on this topic.
https://wiki.uwaterloo.ca/display/ISTKB/Enrolling+students+from+LEARN

4. If the course roster on Learn changes, it is important to update the course roster on Crowdmark.
The following link contains information on how to go about this.

https://wiki.uwaterloo.ca/display/ISTKB/Updating+your+course+roster

For all other Crowdmark related topics please visit the below link”
https://wiki.uwaterloo.ca/display/ISTKB/Crowdmark

Manually entering grades into Crowdmark

In the case that learn and Crowdmark are unable to be linked, the steps outlined in the links below should
be followed to manually input grades into learn:

https://uwaterloo.ca/learn-help/grades

https://uwaterloo.ca/learn-help/instructors/dropboxes
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DaVinci Resolve 17 - Video Editing Software

Software Overview

DaVinci Resolve 17 is a video editing software. The free version provides trimming and merging
for video and audio, special effects, colouring, and much more. The software supports Mac OS,

Windows, and Linux.

System Requirements

There are recommended minimum and optimal system requirements for DaVinci Resolve
17 concerning CPU, GPU, RAM, and media storage type. These requirements are shown in the table

below.
Recommended Minimum Optimal
CPU Intel Core i7 Intel Core i9
GPU 4 GB VRAM 8 GB VRAM minimum
RAM 16 GB 32 GB minimum
Media Storage Type SSD or RAID SSD, Directly Attached RAID, NAS

RAID

Note: The software may be able to run on computers that have components below the recommended

minimum requirements.

Installing Davinci Resolve 17

1. Go to https://www.blackmagicdesign.com/ca/products/davinciresolve/ and click download

2. Follow the instructions on the screen to extract the zip file

3. The installer will open automatically, leave the items to be installed to be default, and

click install
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Starting a New Project — Reference video “Introduction to Editing” (00:28)

1. Create a folder to save your project

2. Open DaVinci Resolve
3. Press New Project

4. Name the project

5. Press “Create”

Importing Files - Reference video “Introduction to Editing” (00:39)

1. Go to File -»Import — Media, then navigate through the directory to find the media you want to
import.

2. You can also hit Ctrl + | as a shortcut

3. Alternatively drag and drop media files from the desktop
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Trimming Video and Audio - Reference video “Introduction to Editing” (03:14)

2. Go to the edit tab

Drag the media you want to edit into the timeline

There can be multiple layers. Whatever media is on top will be on top in the final video
To move through the timeline, use Ctrl + Scroll

To enlarge or reduce the size of the timeline use Alt + Scroll

To cut clips press the blade tool button or its shortcut B (This cuts the clip into two parts)
Reference video “Introduction to Editing” (12:00)

Then Select the section you want removed and press the delete key

10 To move clips, press the selection tool button or press A

NOTE: Clips bordered in red are currently selected

© o N Ok~ w

@ DOavincifesolve Fle Fox Trm Temeline Clo Mak View Playback Fusion Color Farignt Workspace Help 0 +®D a0 |
soe

* Selection Tool Blade Tool

Merging Video and Audio Tracks Together — Reference video: “Link Clips”
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1. Tounlink audio and video, right click the video and press Link clips or Ctrl + Alt + L
2. To Link audio and video, press shift, then the video and audio to be linked and press link clips or
Ctrl + Alt + L

Audio Fixes

a) Normalize Audio: - Reference clip “Normalization Basics”
To adjust audio volume to an appropriate level:
1. Right click audio track
2. Press Normalize Audio (Leave default settings)

b) Noise Reduction — Reference video “Audio noise reduction”
Noise reduction can help unwanted noises like static or other backround noises. To remove unwanted
noise, go to:
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https://www.youtube.com/watch?v=mr4IMsyNDxo
https://www.youtube.com/watch?v=lzyH3z1AWco

1. Effects Library — 2.Fairlight FX — 3.Noise Reduction — 4.Drag onto audio clip

¢) Manual Audio Adjustment — Reference clip “How to Edit Audio"
1. Place 2 key frames on the audio track while holding Alt before and after the section of audio you

want adjusted .
2. Pull the bar in-between the 2 innermost key frames up to increase volume and down to decrease

volume.

2 Drag the section between two dots up
and down to manually adjust audio levels

Channel_Chasing.mp3
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Adding Text - Reference video “Introduction to Editing” (42:20)

1. Go to Effects Library

Click Toolbox

Select Titles

Drag “Text” onto the timeline above the video

Select the text block on the timeline using the selection tool
Click inspect to edit text

2.
3.
4.
5.
6.
7.

Exporting Files — Reference video “Delivering Content” (04:36)

Go to the deliver tab

Select H.264 master, leave default settings

Select where final video is exported to with the browse button

Set In and Outs with | and O. The section in-between the In and Out will be rendered

el
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Shortcuts

e« CTRL + Scroll:  moves through the timeline
« Alt + Scroll: Enlarge or Reduce timeline

« B: Enter clipping mode

e A: Enter Selection Mode

Sources/Works Cited

https://dc.wondershare.com/video-editor/davinci-resolve-17-free-download.html

https://www.blackmagicdesign.com/ca/products/davinciresolve/
https://www.blackmagicdesign.com/ca/products/davinciresolve/training
https://www.youtube.com/watch?v=IzyH3z1AWco
https://www.youtube.com/watch?v=mr4IMsyNDxo
https://www.youtube.com/watch?v=YbeolHFKPNE

DaVinci Resolve 15 Tutorial - How to Edit Audio - YouTube

Department of Management Sciences - Faculty of Engineering

192


https://dc.wondershare.com/video-editor/davinci-resolve-17-free-download.html
https://www.blackmagicdesign.com/ca/products/davinciresolve/
https://www.blackmagicdesign.com/ca/products/davinciresolve/training
https://www.youtube.com/watch?v=lzyH3z1AWco
https://www.youtube.com/watch?v=mr4IMsyNDxo
https://www.youtube.com/watch?v=YbeoIHFKPNE
https://www.youtube.com/watch?t=258&v=XakNwAqbTbs&feature=youtu.be

HandBrake — Compressing video

Software Overview

HandBrake is a tool for converting video from any format to a selection of modern, widely supported
codecs. Handbrake keeps the same video quality, length and output, while still compressing the size of
the video file. Handbrake also makes it easier to share videos online as it compresses large video files

down to a smaller compact size.

Downloading and Installing HandBrake

1. Download HandBrake for your operating system here.
2. Go to your PC downloads folder to follow the setup wizard to install HandBrake.

Using HandBrake to Compress 1 Video File

1. Open HandBrake.
2. Click “file” to browse for the video or drag and drop the video you would like compressed.

W HandBrake - O X

Source Selection

Optionally choose a specific title: | E{

Then choose the video(s] you'd like to encode:
Folder (Batch Scan)
Open a folder with one or more files,

File
Open a single video file,

Or drop a file or folder here ...

Cancel

Preferences | Help | About HandBrake

3. Hit browse to select where you would like your file to be saved to and what it should be called. A
convenient location would be your desktop.
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https://handbrake.fr/downloads.php

3 HandBrake

File Tools Presets Queue Help

g Open Source ﬂ%l Add to Queue ~ @ Resume Encode Queue @] Preview

Source: 7. Taxes_Part Il

Title: | 1 {00:38:10)

1298x972 {1229x972), 25 FPS, 1 Audio Tracks, 0 Subtitle Tracks

v

Angle: | 1 v| Range: | Chapters |1 V] . [a

Preset: I Fast 1080p30

» I lRelnad ” Save New Preset

| summary | Dimensions | Filters | Video | Audio | Subtities | Chapters |

Format: | MPa v
[] Web Optimized
Align AV Start

["] iPod 5G Support

Tracks: H.264 (x264), 30 FPS PFR
AAC (avcoded), Mono
Foreign Audio Scan, Burned

Chapter Markers
Filters: Decomb

Size: 1298x972 storage, 1229x972 display

Save As: | C:\Users\Alex C\Videos\7. Taxes Part li-1.mdv

Approximate After-Tax Rate-of-Return

# Analysis Lsing an “2pproximate” IRR 3pproach when taxes are
invoivedis much sasier.

~ Use spproximation: 175

# First find the before-tax IRR.
7 What if U after-tax MARR were 12% ralher than 1232

Preview 2 of 10

v Duration:  00:38:10

=

Queue Paused

4. Hit Start Encode

¥ HandBrake

File Tools Presets Queue Help

g Open Source li%l Add to Queue ¥ @ Start Encode

@ Queue @ Preview

Activity Log Presets
Source: 7.Taxes_Part |l 1298x972 (1229x972), 25 FPS, 1 Audio Tr: Tracks
Tite: |1 (003810) v | Ang v j Range: l’chapters o 12 ¥ - |2 v | Duration: 00:38:10
Preset: | Fast 1080p30 v | [ Reload
Summary | Dimvensions ] Fill_ers [ Viqgo l l_\gdiq ] §qptitl_e$ l Chapt_us }
[[] Web Optimized Approximate After-Tax Rate-of-Return
Ali Start
lgnaV:Sta 2 an “approximate’ IRR approach when taxes are
[[] iPod 5G Support h easier.
Tracks: H.264 (x264), 30 FPS PFR e vl L i
»First find the before-tax IRR.
AAC (avcoded), Mono i=tind tie beforeac
Foreign Audio Scan, Burned
Chapter Markers
Filters: Decomb »what If the after-lax MARR were 12% ralher than 1242
Size: 1298x972 storage, 1229x972 display
P s,
Preview 2 of 10

When Done: Do nothing v

Save As: | C:\Users\Alex C\Videos\7. Taxes Part li-1(1).m4v

Ready
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Using HandBrake to Compress more than 1 Video File

1. Create a folder with all the video files you want compressed.

2. Open Handbrake

3. Choose folder to browse for the videos or drag and drop the several videos you would
like compressed.

Source Selection

Optionally choose a specific title: | E‘

Then choose the video[s) you'd like to encode:
Folder (Batch Scan)
Open a folder with one or more files.

File
Open a single video file,

Or drop a file or folder here ...

Preferences | Help | About HandBrake

4. Hit title to select which video is being compressed.

% HandBrake = O

File Tools Presets Queue Help

g Open Source @ Add to Queue ¥ w Start Queue [@ Queue (1) [@ Preview

7’- Activity Log E‘O Presets
Source: Video 1 1920x1080 (1920x1080), 60.06 FPS, 2 Audio Tracks, 0 Subtitle Tracks

Title: 1 (00:00:01) Video 1 v Angle: 1 v Range:  Chapters + |1 o . B v | Duration: 00:00:01

| 1 (00:00:01) Video 1

Preset: | 2 (00:00:01) Video 2 5

Summary | Dimensions | Filters | Video | Audio | subtitief’| ¢

Format: MP4 v
[V] Web Optimized
[¥] Align ANV Start
[7] iPod 5G Support

Tracks: H.264 (x264), 30 FPS PFR
AAC (avcoded), Stereo
Foreign Audio Scan, Burned

Chapter Markers
Filters: Decomb
Size: 1916x1080 storage, 1916x1080 display
Preview 2 of 10
Save As: | C:\Users\Alex C\Videos\Video 1-1.mdv Brow!
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5. Hit browse to select where you would like your file to be saved to and what it should be called. A

convenient location would be your desktop.
g HandBrake _ ] X

File Tools Presets Queue Help

g Open Source “%l Add to Queue ¥ @ Resume Encode Queue @ Preview Activity Log Presets
Source: 7.Taxes_Partll 1298x972 (1229x972), 25 FPS, 1 Audio Tracks, 0 Subtitie Tracks
Title: 1 {00:38:10) ¥ Angle: 1 ¥ Range: Chapters | 1 vl .. |a ¥ | Duration: 00:38:10
Preset: | Fast 1080p30 » | [ Retoad | [ save New preset
| summary | Dimensions | Filters | Video | Audio | Subtities | Chapters |
Format: MP4 v
[[] Web Optimized Approximate After-Tax Rate-of-Return

Align ANV Start » Analysis using an *2pproximate” IRR approach when taxes are
ysis using. P o
[] iPod 5G Support invoivedis much casier.

~ Use epproximation: 177

Tracks: H.264 (x264), 30 FPS PFR
AAC (avcoded), Mono
Foreign Audio Scan, Burned

# First find the before-tax IRR.

Chapter Markers
Filters: Decomb - what if (e after-tax MARR were 16 ralher than 1232
Size: 1298x972 storage, 1229x972 display

Preview 2 of 10
Save As: | C:\Users\Alex C\Videos\7. Taxes Part li-1.m4v

Queue Paused When Done: Do nothing
6. Hit Start Encode.
¥ HandBrake = [m] X

File Tools Presets Queue Help

g Open Source ll%l Add to Queue ¥ @ Start Encode @

Activity Log Presets
Source: 7.Taxes_Partll 1298x972 (1229x972), 25 FPS, 1 Audio Tr:

] — | 1 : ] | ion:  00:38:
Title: | 1 (00:38:10) v | Ang| 2 Range:  Chapters v | 1 v| - |1 v | Duration: 00:38:10
Preset: | Fast 1080p30 v | [ Reload

Summary | Dimensions | Filters | Video | Audio | Subtitles | Chapters |
Format: (mpa |
[[] Web Optimized Approximate After-Tax Rate-of-Return
Ali Start
A gV Sta ~ Analysis using an “approximate™ IRR 2pproach when taxes are
[] iPod 5G Support invoived is much easier,
Tracks: H.264 (x264), 30 FPS PFR - Uf“f’"'“* mation: 137 3frer-tax “PRiefore-tax (1 1)
AAClaicoden; Mono # First find the before-tax IRR.
Foreign Audio Scan, Burned
Chapter Markers
Filters: Decomb »Whal I he after-tax MARR were 123 rather than 122
Size: 1298x972 storage, 1229x972 display
iz sney wwtiusi
Preview 2 of 10
Save As: icz\Users\Alex C\Videos\7. Taxes Part li-1(1).m4v Browse
Ready When Done: Do nothing~

7. Repeat from step 3 until all videos are compressed.
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