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Uploading a Video 

To upload a new video clip, complete the following steps: 

1. Open MediaManager 

2. Click on the Archives tab. 

 

3. Navigate to your meeting and click the New Video button found on the toolbar. 

4. Click Choose File.  

 

5. Select the file to be uploaded.  Note: The file must be in MP4 format. 

6. Click Open. This populates the file name in the Filename field. 

7. Click Start Upload. This process may take some time, depending on the file size. 
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8. When the upload is complete, you'll return to the Basic File Properties page. 

9. Edit the file properties.  This allows you to: 

a. Trim the video to remove unneeded footage at the beginning or end of the 
video.  This is done by selecting the Trimming tab. 

b. Make sure the date, time and location are correct. 

c. Make the video viewable by the public.  To do so find the Status drop-down 
menu and select Public. 

 

 

Note: If you set the status to Not Public or Pending, the archive (including the video) 
will be visible only to internal viewers. Use Not Public for internal-only archives and 
Pending for archives you wish to edit before posting to your view page. 

10. Click Save Properties. 
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