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How to Create Folders in VidGrid

» IE My Grid Folders

a» Shared with me

New Folder 1 B Ne
» IB Campus Wide CONT...

To create a folder, click
on the + next to the
Record button on the
left side of the screen.

B Trash

@ Untitled Recording °0 @

* Upload
Folders

B MyVideos B New Folder1
» ||_: Campus Wide CONT.:

BB Shared Folder

B Trash

Click on New folder.
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i ™

Type the folder's name into the
text box.

If you want your folder and the
videos inside of it to be
available to everybody using the
LCU enterprise login, click on
Add to Campus Wide
CONTENT.

Then, click on Add Folder.

Add Folder

Add New Folder

Folder name...

%Add to Campus Wide CONTENT

» 12 My Grid Folders

&% Shared with me

B My Videos B New Folder1
y ||_: Campus Wide CONT...

4 If you choose to check Add

to Campus Wide
CONTENT, your folder will
appear under Campus

Wide CONTENT. Click on
this to open list of all
campus wide folders.

B Trash




BT ©

Folder

:
E|555 My Grid

B rolder

BB My Videos

B New Folder1
B New Folder 2
B Personal Folder

B Shared Folder

Campus Wide CONTENT

Folders

The list of folders in Campus
Wide CONTENT can be viewed in
descending, alphabetical order by
clicking on the arrow to the left of

Campus Wide CONTENT.
The folders stored here are also
sorted in alphabetical order above
the uncategorized videos in
Campus Wide CONTENT.
Scroll down until you find your

"

folder to access it.

>
- -
- -
My Grid
Folders
p
B Folder If you choose not to check

B Perscnal Folder

Videos

Add to Campus Wide
CONTENT, your folder will
appear both under the
drop down list (accessed
by clicking on the arrow
next to My Grid), and at

o

VidGrid 1/23/19

aw Folder 1

the top of your grid.
v :

s



VidGrid 1/23/19

» 5 My Grid Folders
B rolder
B Folder E S B New
BB My Videos : New folder
B nNew Folder1 @8 Personal Folder BN Guest record link
; _
K3 Subscribe
B NewH  To create a sub-folder
- within your folder, click on | 4= Share
1" the More options menu # Rename
B sharel (three dots) when hovering £8 Settings
over your folder's name.
=% sharedy |n the More options menu, B Delete
1B Campud click on New Folder.

B Trash

Add New Folder to Folder

Sub-folder

|| Add 1o Campus Wide CONTENT
’ ™

Name your sub-folder
in the text box.

You can add your
sub-folder to Campus
Wide CONTENT.
When you are done,
click on Add Folder.
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* i My Grid Folders

]mm Folder View your folder's
sub-folders by
clicking on the
BB New Folder1 arrow next to the
folder's name.

B My Videos

er

BB New Folder 2

BB Personal Folder

B shared Folder

* i My Grid Folders
~ I Folder
B Folder (]
BB Sub-folder :
— =
B Guest record link You can also
B3 Ssubscribe add SUb'
+8  Share folders to your
7 Rename sub-folder.
# Settings
B Delete
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v i MyGrid Folders
~ @ Folder K
[ sub-folder.l If you wish to remove

a sub-folder from a
B8 My Videos parent folder, click
on the title of the
sub-folder and drag |------

Bl New Folder 2 it to My Grid.

B New Folder1

BB Personal Folder

Record"

Shared Fold
B8 Shared Folder Click here to record a

i My Grid Folders
B Folder BB My Videos B New Folder1
BB My Videos
B3 New Folder1 BB Personal Folder BB Shared Folder h Sub-folder

BB New Folder 2

B Personal Folder

The sub-folder is

B Shared Folder now a parent
folder.
% Shared with me
-
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~ 11 MyGrid Folders

- o g
Sub-folder

I | B My Vid
B MyvVideos 4 To make the folder y videos
. a sub-folder again,

BB New Folder1« click on the title and | BB Shared Folder

: drag it to the folder
e that you wish to put

. it under.

BB Personal Fglder y

B shared Fc::der

[ ] Sub-ﬁ:}ld:l

~ I MyGrid Folders
41 BB Folder
BB Sub-folder
B Sub-folder
~ n
B My Videos L7+ - Clicking on your folder will

bring you to a screen

................ similar to this.

Your sub-folder(s) will be

listed above any videos (or

the option to record a new
video) in your folder.

“ |
Click heretor -

B nNew Folder1
B New Folder 2

B Personal Folder

B Shared Folder

an Shared with me

» B Campus Wide CONT...
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v i MyGrid Folders The folder listed at the top of the
- B Folder paghg (r?tf)olxée Folders) jtell_sl_ r3].'ou
- which folder you are in. The
BB Sub-folder folder that you are in will also be
highlighted on the left side of
B My Videos the page if you have clicked on
B New Folder the arrow next to My Grid.

B nNew Folder 2

BB Personal Folder | YOU Can go deeper in ‘ :

your sub-folders by -
B shared Folder double c“C’kInQ on o record a video to this folder !
the name of the sub- :
folder that youwant |- _________. |

Record video

ax Shared with me

» |B campus Wide CO to access.
B Trash
BB sub-folder
* i My Grid |
* [l Folder T owess 3800 020 Besssesssuusesses
~ I Sub-folder
L V]
4 * B

B Sub-folder 2 : y
If you are multiple sub-folders

d in, you can click on the small
folder icon at the top of the
B NewFolder1 | +______J page. This will show your
breadcrumbs, and you can
select the folder that you would
B Personal Folder like to be in from the drop down

list of folders and sub-folders.
B shared Folder " _J

B My Videos

B New Folder 2

= Shared with me
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Guest Recorder

v i My Grid Folders
* @ Folder :
New folder BB Sub-folder
Guest record link
| You can let guests
Subscribe record in this folder by
+8  Share | clicking on Guest -

record link (see Using
the Guest Recorder).

Rename

,1‘
a Settings

Y o

Record video
Click here to record a video to

B Delete




VidGrid 1/23/19

Subscribing to a Folder

v i My Grid Folders
* I Folder :
New folder BB Sub-folder

BN Guestrecord link . .
To receive email

notifications about

+®  Share | this folder, click |_____.

on Subscribe.

£ Rename
a Settings

B Delete

+K

Record video
Click here to record a video -

Subscribe to folder Folder

You will get a notification each time a video is added.

Email preferences:

I would like to disable email notifications.
* Send me an email every time a user adds a video to this folder.

Send me a daily email with a summary of all the videos added to this folder.

Select your email
preference when m

this window pops
up, then click
Subscribe.
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Managing Collaborators

B Duplicate
Videos
BB Dynamics
~ I Folder : e R R R LR Ll
Mew folder a

B Guestrecord link
Subseribe If you want to add 5

collaborators to your | o this folder
S | o/cer, ciick on the More

£ Rename options menu, and click |------------"--
¢ Settings Share.
Bl Delete
L 7
Al

Manage collaborators GD Copy shareable link

Add collaborators Folder visibility

Only specific collaboratorscan .. =

A window titled, "Manage
collaborators” will pop up.
From here, you can copy
the link to the folder by
clicking on Copy shareable
link. You can then paste the
link into an email, a Moodle

course, an assignment, etc.
. _J




BB Duplicate
BB Dynamics
- Folder

* B Sub-folder
IB] Sub-folder 2

B Jeanna Morton

B nNew Folder1

BB tew Folder 2

(3 Uncategorized

[ Al

BB Dynamics
* B Folder
* B sub-folder

B sub-folder2

BB sub-folder 3

B Jeanna Morton
B nNew Folder1

BB New Folder 2

VidGrid 1/23/19

The person icon on the

folder indicates that
the folder has been
shared. Notice that
both the parent folder
and the sub-folders
have been shared.

recnrd vi

record a vi

Videos

the parent folder, the

If you add a sub-
folder after sharing

new sub-folder will
not be shared.

Recol
re to recorc
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Manage collaborators

Add collaborators

CD Copy shareable link

Folder visibility

% Only specific colloboratorscan .. =

-

You can add collaborators by
selecting users from a drop
down menu, or typing their
name or emalil into the Add
collaborators search box.

-

B =
Manage collaborators GO Copy shareable link
Add collaborators Folder visibility

-

Eve Ann|

Eve Ann | ejellicall234@lcu.edu

collaborators by typing
their name or email into

Search your desired

the search box.

DS CAN -

Done

Manage collaborators

Add collaborators

Shared with: Eve Ann

Y

- Scanushaceable link

You can manage the
folder's collaborators
by clicking near
"Shared with [user
name]."

Done |
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Manage collaboratof® “¥2 Copy shareable link
The owner of the folder

will be listed, as well as
collaborators that have

been added. You can jboratorscan..
click on the X to remove

Add collaborators

Shared with
a collaborator.
- >
Is owner
Eve Ann
gjellicall234@cu.edu x
Manage collaborators GD Copy shareable link
=
adl You can manage your Folder visibility

folder visibility by
clicking the down
arrow under Folder | Q
visibility.

Only specific colloboratorscan .. =

sh

Only specific collaborators can

= access

_ Anyﬂne R

_ -
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» I My Grid Folders

=» Shared with me

BB Folder B My Vide
» |IB Campus Wide CO
- [ I i N | - P | -{edl
@ Trash When a user adds you as a

collaborator to a folder, the folder
will appear under your Shared
with me folder.
Your Shared with me folder will ‘

not appear above your videos in

My Grid. It will only be displayed
on the left side of your screen

above Campus Wide CONTENT.

a’ My Grid Videos

@ Recent videos

;IE Shared with me

Click on the

) arrow to view
B Combine the folders that
have been
B Duplicate

shared with you.
ntitled Rec

» B Folder



BB Dynamics

* A Folder

New folder

Share

Rename

Co I AN . I |

Settings

Delete

Subscribe

Guest record link

Yideos
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Bl Al

h |

The More options
menu also allows you
to rename your folder,

and to delete it.

-

LCU

(™

Instructional Design
\ g

Questions?? Contact: \

Bill[Kopf LCU

Wk:(806)720-7355
Wk Cell: (806)470-8115

bilLkopf@lcu.edu

Jeanna Morton

Wk:(€06)720-7356




