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Mediasite Services @ Queens 

USER GUIDE 
 

This document will help you to get started with Mediasite. 

 
 

 

 

Simply follow step-by-step instructions to download, install and record with 
the Mediasite Desktop Recorder. 

 

In this section: 

 Download Desktop Recorder 

 Install to your desktop 

 Choose your Settings 

 Record your teaching video 
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Part1 
_________________________________________________________________________________ 

STEP 1: 

1. Login to Queens Online. https://www.qub.ac.uk.qol 
NOTE: We recommend using Chrome  or Firefox  browsers.  Avoid Internet Explorer. 
 

 
 

_________________________________________________________________________________ 

STEP 2: 

Locate the Mediasite link in the Quick Links section on the left hand side. Click the link and 
log in using your staff id and password.  

                

https://www.qub.ac.uk.qol/
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=&url=http://www.clubic.com/telecharger-fiche257658-google-chrome.html&ei=_3I_VdKNKM2wadS6gbAK&bvm=bv.91665533,d.d2s&psig=AFQjCNHVcf6tkHaPJyAq44NLtdgfezwihQ&ust=1430307967916700
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_________________________________________________________________________________ 

STEP 3: 

This is your Mediasite home space. Please use the link in the bottom left hand corner to 
download the Desktop Software.  

 

_________________________________________________________________________________ 

STEP 4: 

Once you have clicked the button, a new window will open as shown below.  
Select the blue button to download the Desktop Recorder to your Windows PC.  
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_________________________________________________________________________________ 

STEP 5: 

Accept the terms & conditions and your download will begin.   

Locate the downloaded file at the bottom left hand side of your browser screen. 

 

If you cannot see the downloaded file, check your Downloads folder on your PC       
(Windows Explorer => This PC => Downloads), and you will find a file titled “Mediasite 
Desktop Recorder Setup”. 

Double click on the file and click RUN.  

When the Installer Wizard prompts you, click NEXT to proceed, followed by INSTALL.   

    

 

Once the installer has completed, click FINISH.  
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_________________________________________________________________________________ 

IF you get a popup message at this point, simply select OK and the window will close.   

 

 

 

_________________________________________________________________________________ 

STEP 6: 

Return to your Mediasite browser window and select Register Mediasite Desktop Recorder. 

Note: If you closed this window during step above, then simply return to: 
http://mediasite.qub.ac.uk/mediasite/DesktopRecorder/Download  

 

 

 

 

 

 

 

http://mediasite.qub.ac.uk/mediasite/DesktopRecorder/Download
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_________________________________________________________________________________ 

STEP 7: 

Accept any security alerts and the Mediasite Desktop Recorder will open.  

You will now see your user id displayed in the top menu bar. 

 

 

_________________________________________________________________________________ 

STEP 8: 

Click on Settings icon.  In the Mediasite Desktop Recording Settings, uncheck the Upload 
files while recording option, as shown below.  

When complete, click the Back button.  
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_________________________________________________________________________________ 

STEP 9: 

Click on Record to begin a new recording. Give your presentation a title (you can change this 
later) and select the type of recording you want. Use the arrows to view all the options.  

Once you have selected one, click NEXT to continue. 

    

1. Screencast & Audio will capture whatever is on your screen and your microphone’s 
audio. This is the only option that will record the mouse moving on the screen.  

2. Screencast & Video will capture as above however there will also be a camera shot 
recorded by a web camera.  

3. Slideshow & Audio will capture still images of your computer screen and your 
microphone’s audio. Perfect for a PowerPoint presentation for example.  

4. Slideshow and Video will capture still images as above, but will also utilise your 
computers web camera to capture video of you as the presenter for example as well 
as the microphone’s audio. This is very useful for presenters on remote sites as the 
camera shot gives a more personal feel and a sense of identity to the viewer.  
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_________________________________________________________________________________ 

STEP 10: 

The screenshot below shows the various settings for your presentation. 

 

The window to the left will show the web-camera’s shot and the blinking lights to the right 
of it indicate that the microphone is working. You can adjust this level by clicking the button 
indicated below by the yellow arrow.  IF you are using a webcam (as above), a medium sized 
camera shot is sufficient for most recordings. When you are happy to proceed click NEXT. 

_________________________________________________________________________________ 

STEP 11: 

Now take a minute to organise your desktop, e.g. close down your email, open PowerPoint 
if you are going to use slides, etc.  

Once you are done, click NEXT to continue. 

 

 

Note: If you are using PowerPoint, do remember to set PowerPoint NOT to use presenter 
view, otherwise it will not work if you are trying to record your screen.  
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________________________________________________________________________________ 

To do this: 

1. Open PowerPoint 
2. From the top menu bar, select the SLIDE SHOW tab. 
3. In the Monitors group on the right, uncheck the box for Use Presenter View. 
4. On the Monitor drop-down menu, change the selection from Automatic to 

Primary Monitor. 

 

_________________________________________________________________________________ 

STEP 12: 

Now minimise PowerPoint to return to your Mediasite window and click NEXT to continue. 

Here you have options to select certain parts of the desktop. For the majority of 
presentations it is best to select the whole screen. Do this by checking the box, highlighted 
by the yellow arrow.  Click NEXT to continue.  
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_________________________________________________________________________________ 

STEP 13: 

The final step will allow you to check all your settings etc.  

Uncheck the checkbox titled show recording control panel. Once you are ready to begin, hit 
the RECORD button. 

 

_________________________________________________________________________________ 

STEP 14: 

Once recording begins, you will have 5 seconds to prepare. It is best to minimise this 
window using the button at the top right. Return to your PowerPoint presentation, wait a 
few seconds and begin to speak.  

 

Don’t worry about the 5 second countdown. If you have some unwanted material at the 
beginning of the recording it can be edited later. 

To quickly run PowerPoint in slideshow mode, use the F5 key on your keyboard.  
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_________________________________________________________________________________ 

STEP 15: 

When you have finished recording, in the shortcut menu at the bottom right hand side of 
the desktop you will see the red pause button, highlighted below by the yellow arrow.  
Clicking this will bring up a menu box. You may also use this option to pause & resume 
recordings. 

        

 

The shortcut key to pause the recording is Ctrl +F8 from your keyboard. 
This will bring up a dialogue box to either discard, resume or finish the recording.  

 

 

As before, do not worry about unwanted material at the end of your recording. It can be 
trimmed off at a later stage. 

 

 

 

 

http://theleaderslocker.files.wordpress.com/2011/08/129107-simple-red-square-icon-media-a-media27-pause-sign.png
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_________________________________________________________________________________ 

STEP 16: 

Once you have clicked the Finish Recording button, you will see the Recording Management 
screen. Select the presentation you wish to upload and press the upload button.  

You will see the progress of the upload in %. The speed may vary depending on your 
internet connection. You will see a pop up appear in the bottom left of your screen once the 
upload is complete. 

 

 

Once the file has uploaded, simply close down the Recording Management screen by 
clicking the X at the top right corner. 

 

 

Congratulations, your video has been successfully uploaded to the Mediasite server 
and is ready for you to manage at a time that suits you. 

 

 

 

 

 

 

 

 



MEDIASITE: CREATE CONTROL DELIVER 

 13 

 

 

Part II 

 

This section will take you through the steps involved with managing, 
publishing & sharing your teaching video. 

 

 

 

 

In this section: 

 Edit video 

 Set Permissions 

 Publish to Shared Folder 

 Share with others 

 

 

  

 



MEDIASITE: CREATE CONTROL DELIVER 

 14 

________________________________________________________________________________ 

Edit your video: 

Now that you have completed your recording and uploaded it to your Mediasite homespace 
(in the previous steps), it is now time to tidy up (trim) the beginning and ends of your video.  

STEP 1: 

Login to Queens Online. http://www.qub.ac.uk.qol 
We recommend using the Chrome  or Firefox  browsers with Mediasite Editor for a 
bug-free experience. 
 
_________________________________________________________________________________ 

STEP 2: 

Locate the Mediasite link in the Quick Links section on the left hand side. Click the link and 
log in using your staff id and password.  

                

 

 

 

 

 

http://www.qub.ac.uk.qol/
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=&url=http://www.clubic.com/telecharger-fiche257658-google-chrome.html&ei=_3I_VdKNKM2wadS6gbAK&bvm=bv.91665533,d.d2s&psig=AFQjCNHVcf6tkHaPJyAq44NLtdgfezwihQ&ust=1430307967916700
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_________________________________________________________________________________ 

This will take you to the Mediasite Home space also known as My Mediasite.  

Any recordings you make will be uploaded & stored in your Mediasite Home space. 

 

 

_________________________________________________________________________________ 

STEP 3: 

Click on the video you wish to edit. 

Select the Edit Video link highlighted below, to launch the Editor. 
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_________________________________________________________________________________ 

STEP 4: 

This will open the editor window. Here you can make basic changes such as: 

- tidying up the start and end of your recording,  
- removing sections or mistakes from the middle,  
- removing long pauses, 
- adding or removing slides etc.  

 
Please Note: When you launch the Editor for the first time, in the unlikely event that you 
notice a blue icon on the left hand side which says “Install Microsoft Silverlight”, simply click 
on the hyperlink titled “Silverlight 5.0 is required to edit this video”  located directed above 
this blue icon (highlighted below by the yellow arrow).  This will install the necessary plugin 
required to continue using the editor.  
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_________________________________________________________________________________ 

STEP 5: 

It is a good idea to view your video from start to end to identify areas where edits may be 
required. Play the video and make a note of any areas that need attention. 

To trim the beginning of the video, simply click and hold the mouse cursor at the beginning 
of the timeline, highlighted by the yellow arrow below, and drag to the point where you 
would like your video to begin. This will highlight the section to be removed.   

Click ‘Cut Time’ from the Timeline menu bar (highlighted by yellow circle below) to cut the 
beginning of the video. 
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_________________________________________________________________________________ 

STEP 6: 

Repeat the previous step to trim the end of the video.  Notice the new start and end points 
(highlighted by yellow arrows below). 

 

Once you are finished editing your video, save the changes. 

To do this, click Commit at the top left of the window (highlighted by yellow circle above). 
This will display a menu. To save change to your existing video, click Commit to Current. 

If you are unsure about your changes or may want to make different changes perhaps for 
another class select commit to new. This will create a new file.  

You are now free to close this window.  

 

If you need more information on the editor full guidance videos are available on the 
Mediasite support pages: http://go.qub.ac.uk/mediasite 

 

 

 

 

 

 

 

http://go.qub.ac.uk/mediasite
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_________________________________________________________________________________ 

Set Permissions / Publish to Shared Folder 

STEP 1: 

Return to My Mediasite: http://mediasite.qub.ac.uk/mediasite/mymediasite 

Click on the video you wish to publish.  

Click on the EDIT tab and from the Visibility dropdown box on the right, select Viewable. 

Click SAVE. 

 

 

 

http://mediasite.qub.ac.uk/mediasite/mymediasite
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_________________________________________________________________________________ 

Publishing is not possible from a user’s personal home-space. The viewing permissions are 
set by the shared folder. 

To move your video to a shared folder now, once again select the EDIT tab and then select 
the Publishing tab, directly below the video window.  You will see No Publishing 
Destinations Found. 

Click on Add publishing Destination 
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You will now see a number of dropdown boxes. 

Under Type, select Shared Folder. 

Under Destination, select the folder that relates to your area of teaching or title of your 
course. When you move the content into these folders the security permissions will be set 
to ensure users can view the content. 

Click ADD. 

 

 

 

________________________________________________________________________________ 

STEP 2: 

You will now see your chosen folder displayed under the publishing destination. Once you 
are ready to proceed, click SAVE. 



MEDIASITE: CREATE CONTROL DELIVER 

 22 

 

_________________________________________________________________________________ 

STEP 3: 

Security permissions need to be applied now. Click Security tab and then select Click here to 
enable inheritance (circled below).  

 

A popup window will display to confirm your choices, click OK and then click SAVE. 

This will enable who has access to your video. 

 

_________________________________________________________________________________ 

Share you video with others 
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STEP 1: 

Click on the Share tab.  

This will provide you with the unique link that allows you to share your videos with others.  

The link address is the one you would send in an email for example.  

To copy the link, simply highlight it, right click, copy and then paste into your email. 

 

 

 

 

 

Congratulations, you are now ready to share your published teaching video with 
anyone you choose. 

 

 

 

 

 

 

 

 
_________________________________________________________________________________ 

Additional Help & Support: 
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The Mediasite website contains lots of help guidance materials, including a number of short 
tutorials which will steps you through various processes from beginning to end.   

 

Link to catalogue of Mediasite tutorials: 
http://mediasite.qub.ac.uk/Mediasite/Catalog/catalogs/mediasite-user-support-videos  

 

The following tutorials may be of particular interest to you: 

- Publishing your content to shared folders: This quick tutorial will walk you through 
how to publish your content and ensure that all the viewers can access it. 

- The share tab - get your content out there: This video will guide you through how to 
share your content with others in a number of was, including CMS webpages. 

There are a host of other features available within the My Mediasite module and the 
Desktop Recording software. This is intended as a basic guide to get up and running. After 
this, further hands on training and support is available.  

We are always keen to hear new and exciting ideas for the service. There is not too much 
out there that is not achievable in some guise or another!  

Should you have any further questions or would like more information please contact: 

 

Stuart Ogg (Media Services) 

(028) 9097 6149 or email mediasite@qub.ac.uk 

http://mediasite.qub.ac.uk/Mediasite/Catalog/catalogs/mediasite-user-support-videos
mailto:mediasite@qub.ac.uk
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