
Kaltura My Media – Editing Media 

Trim videos to create clips of the most interesting sections, string videos or clips together to show “highlight” type 
content, add subtitles and cue points to enable chaptering and deep search.  

Here’s how to use the editing tools to encourage student engagement and participation: 

Select the Kaltura tab from within Blackboard. On your My Media page, click the Edit button for the media you want to 
edit. The Edit Media page is displayed.  

Selecting a Thumbnail  

There are three options to select a thumbnail for your content: 

• Upload a thumbnail from your desktop and use it as the default thumbnail.
• Use the player to select the frame you want to use as your default thumbnail and then click on the Capture button.
• Select one thumbnail from ten automatically generated thumbnails of the selected video and set it as the default

thumbnail.

To upload a thumbnail from your desktop: 

1. Select My Media and then click Edit next to the entry you want to add a thumbnail to.
2. In the Edit Media window select the Thumbnails tab.
3. Click Upload Thumbnail.
4. Upload a file from your desktop and click Open.

To grab a frame from the content as a thumbnail: 

1. Select My Media and then click Edit next to the entry you want to add a thumbnail to.
2. In the Edit Media window select the Thumbnails tab.
3. Select the Thumbnails tab and click Play.
4. Click Capture at the frame that you want to use as a thumbnail.
The captured frame is saved automatically and used for the thumbnail.

To select an automatically generated thumbnails: 

1. Select My Media and then click Edit next to the entry you want to add a thumbnail to.
2. In the Edit Media window select the Thumbnails tab.
3. Click Automatically Generate.
You can also download the selected thumbnail by clicking the download tab.

Creating a Video Clip 

When clipping is enabled on the account and for the specific media, you can create clips from existing videos. Each clip 
becomes its own media entry. The clipping tool enables you to edit your videos visually or by setting the start time and 
end time of your clip. 

Clipping creates a new entry from an existing entry and allows you to specify the start and end time for the new entry. 
For example, you can clip an entry that can be used to create a 2-minute intro video to a long lecture, or clip part of an 
entry, such as homework assignments. You can also clip a long lecture to several shorter clips divided by subjects. 
Entries can be clipped by the media entry owner in My Media and by other users in a course Media Gallery, according to 
the media and course settings. 



To create a video clip in My Media: 

1. Select My Media and then click Edit next to the entry you want to use to create a clip.
2. In the Edit Media window select Create Clip.
3. Use the trimming timeline or enter exact start and end times.
4. Press Play and click Set Starting Point of the video clip or alternatively, select the Start Time.
5. Select Set Ending Point as the end point of the video clip, or alternatively select the End Time.
6. Click Create Clip.
The clipped content appears in My Media as a new entry.

To create a video clip in a course Media Gallery: 

1. To allow other users to create clips of a video entry, go to the entry Edit Page in My Media and under Options>
Clipping> check the “Everyone” checkbox.

2. In Media Gallery click on an entry and under Actions choose Create Clip.
NOTE: This option always appears to the owner of the media.

Trimming a Video 

You can trim out parts of video from the Edit Media page. The trimming tool enables you to edit your videos visually by 
setting the start time and end time of your media. Sometimes, you may want to trim the start and/or end of a video to 
remove redundant parts. Trimming is performed on the source media, modifying that video permanently. Trimming is 
only available to the owner of the video and is only accessible in My Media. 

To trim a media entry: 

1. Select My Media and then click Edit next to the entry you want to trim.
2. In the Edit Media window select the Trim Video tab.
3. Use the trimming timeline or enter exact start and end times.
4. Press Play and click Set Starting Point of the video clip or alternatively, select the start time.
5. Select Set Ending Point as the end point of the video clip, or alternatively select the end time.
6. Click Trim video.
The trimmed video appears in My Media.

Uploading and Managing Captions 

You can upload caption files for your media items and manage the captions. Users can search the caption texts. 
NOTE: Only video items can have captions. 

To upload captions: 

1. Select My Media and then click Edit next to the entry you want to add captions to.
2. In the Edit Media window select the Captions tab.
3. Click Upload captions file.
4. Click Browse and select an SRT or DFXP caption file.
5. Select the caption language.
6. Enter a label to display for the file in the caption selector. The caption selector displays caption options in the

media player.
7. Click Save to upload the file.
The file is added to a table on the media page's Captions tab.
NOTE: To upload another file, click Upload captions file again and repeat from step 3.



Managing Captions 

After you upload captions for a video, in the caption table you can: 

• Modify the caption language or label
• Change the default caption file
• Delete a caption file
• Download a caption file

To modify the language or the caption selector label: 
1. Do one of the following:
• On your My Media page, click Edit for the media you want to edit
• On the view entry page of an entry you uploaded, click Actions and select Edit
2. Open the Captions tab to display the caption table.
3. In the caption table, click the Edit icon and do the following:
• To change the language, select a new language in the Language column.
• To change the label, enter new text in the Label column.
4. Click the Save icon to update the values.

To change the caption file used by default in the media player: 
1. Do one of the following:
• On your My Media page, click Edit for the media you want to edit.
• On the view entry page of an entry you uploaded, click Actions and select Edit
2. Open the Captions tab to display the caption table.
3. In the caption table, click on the Set as Default icon.

To delete a caption file: 
1. Do one of the following:
• On your My Media page, click Edit for the media you want to edit.
• On the view entry page of an entry you uploaded, click Actions and select Edit
2. Open the Captions tab to display the caption table.
3. In the caption table, click on the Delete icon.
4. In the Confirm Remove window, click Yes to remove the caption file.

To download a caption file: 

1. Select My Media from the user menu.
2. Select a video and click Edit.
3. Click the Captions tab to display the caption table.
4. Click the Download icon.



Publishing Media 
By default, all media that you upload is private. You can access private media on your My Media page. 

You can publish media from your My Media page: 
• To multiple Media Galleries
• To the Faculty Repository
• Only when file conversion is complete and the media is not waiting for moderation

To publish one or more media items: 
1. On your My Media page, check the media items you want to publish and select Publish from the Actions menu.
The publish window is displayed.
2. Click Publish and then check the courses where you want to publish the content to. Check Shared Repository if

you want to publish your content to the shared repository.
NOTE: Publishing depends on your configuration. An admin can determine whether students can publish to course 
galleries. According to the configuration and data received, the list of courses that a user can publish to is displayed 
and can be chosen from. 
3. When the media is published, a notification is displayed at top of the page and the media will be available in the

Media Galleries you selected and or the Shared repository if selected.
If the target Media Gallery is moderated by a Teacher, the media should appear as Pending in My Media until the 
Teacher approves the content. A Teacher may reject the media from being included in the Media Gallery. In this 
case, the media appears as Rejected in My Media. If the target Media Gallery is not moderated, no label will appear 
for the media, indicating that the media is published. 
Students may have their uploaded content pending until approved by their teachers. 

Private entry – not published to any Media Gallery 
Pending – published to one or more Media Galleries and waiting for approval 
Rejected – published to one or more Media Galleries but was rejected 
Published (no label) – appears in at least one Media Gallery 

Disabling and Closing Comments 

For each of your media items, you can: 
• Disable the comment feature.
• Prevent additional comments.

To disable comments on a media item: 

1. On your My Media page click Edit for the video you want to edit.
2. Select the Options tab and select the Disable comments for this media checkbox.
NOTE: Comments that were entered before you disable the comment feature are re-displayed if you re-enable
comments.

To prevent additional comments on a media item: 

1. On your My Media page click Edit next to the video you want to edit.
2. Open the Options tab and select the Close discussion checkbox.
3. On the Comments tab of the media page, Discussion is closed is displayed and the “Add a Comment” text box is

not displayed.
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