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A QR Code (on the front cover) is a hypertext link in image form – any URL can be encode into 

a QR Code, which means a webpage can be accessed by simply scanning the QR code with a 

suitable app installed on a mobile device. 

Originally the QR code was invented in 1994 by Denso-Wave, a subsidiary of Toyota.  It was 

designed to identify and track parts in the motor manufacturing industry. 

There are several free QR code readers available at Google Play (Android) or the App Store 

(Apple iOS), for example ‘Google Goggles’, for Android or ‘QR Reader for iPhone’, for Apple iOS 

both work well. 

 

 

 

 

 

 

 

 

 

If you feel you need to print this guide, it is optimised for two-sided printing In booklet form.  

For it to be printed in this way we have included empty pages. 
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The University of Cumbria Medial Media Library 

The University of Cumbria uses the Medial Media Library as its streaming video service 

for staff. 

Go to the Media Library at https://hml.cumbria.ac.uk and login using your usual 

network username and password.  

You will arrive at the home page, which displays the ‘Featured Media’ carousel of 

publically available videos at the top, and a selection of videos that staff have 

uploaded and placed in the category ‘All UoC’, which displays to all staff who log in.  

Students don’t have direct access to the media library  

You can choose to leave a video in your Personal category which means that, unless 

you choose otherwise, no one else will have access to it. 
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Uploading Video to the Medial Media Library 

Upload a Video 

1. Click ‘UPLOAD’, at the top of the page. 

 

 

 

 

 

 

You will arrive at the Upload page, on the ‘File’ tab. 

 

 

 

 

 

 

 

 

2. On the ‘File’ tab, click ‘BROWSE’ (a) and navigate to the video you want to upload.  Click 

‘Open’ when you have selected the video.  An upload progress bar (b) will appear and the 

name of your uploaded file will appear beneath (c). 

The single ‘BACK’ button will change to a ‘NEXT’ button (d) and a new back button will 

appear to the left of it.  You can also record, and upload the video from your webcam 

from here (e).  When upload is complete.  Click ‘NEXT’. 

 

You  will arrive at the Details tab . 
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3. In the 'Add New Media’ menu (letters a to d are required fields); 

a Add a title for your video 

b Choose a Category from the drop-down menu (‘Personal’ will not allow others to 

see it in the Library) 

c Give a description for your video (this will appear in the Library) 

d Make sure your email address is included (to be notified when your media is 

encoded and ready) 

e Click ‘Next’. 

You  will arrive at the ‘Thumbnails’ tab. 

 

4. On the ‘Thumbnails’ tab, the system will generate a few images to display in the video 

player (a). 

 

Click to choose one, or you can upload your own (b) (the recommended size is displayed 

on the page).  Click ‘NEXT’ (c). 
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5. The ‘Assoc Files’ tab is where you would add an (eg.) associated Word™ document etc., a 

URL link, or perhaps add a subtitle file (Captions).  The allowed file extensions, and 

maximum file sizes, are detailed on this page.  This area can be left empty.  Click ‘NEXT’. 

6. The ‘Confirm’ tab shows the choices you have made, and allows you to go back and 

change something, if you need to.  Click ‘FINISH’. 

 

Your video will join the encoding queue and you will receive an email when it is ready for use.  

The time it takes to encode will depend on how big a file was uploaded and how many other 

videos are being processed at the time of upload. 
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When you click ‘Finish’, you will arrive at the ‘Content’ manager page. 

 

7. Your ‘Content’ area, is where you can check the progress of your uploaded video (if 

progress is blank, the video encoding hasn’t begun yet). 

To access this screen from the Home Page, click upload and then the green Menu button 

(as shown in the image above) on the upper-left edge of the page. 

 

8. The ’encode complete’ email gives you a link to your video and advises on embed codes 

for use in a website (eg. StaffNet) or for Blackboard.  These codes, and size options are 

available when you click to select the video from within the Medial Media Library. 

 

N.B.  If the video has been uploaded to your personal area, it will be necessary to  ‘enable 

public access’, (see Page 8 - 11) when selected in the Media Library, before they can be 

embedded. 



8 

 

9. Your ‘Personal area’ is accessed from the home page by clicking 

‘Personal’ in the Categories area.  There will be a number next 

to the link (in brackets) telling you how many videos there are in 

your area. 

 

 

There are shortcuts to other University systems available in the 

‘Links’ area. 

These will open in a new browser window or tab. 

 

10. Inside Your ‘Personal area’ you will find all of the videos that you have uploaded to this 

category (this example shows only one).  The name of the contributor (you) and any 

tags you have used appear on the left. 

If you have given a tag to a series of videos (perhaps ‘Lecture Series’, as above), then 

clicking on that tag will display only the videos with that tag. 

Click on the video ‘Thumbnail’ 

 

11. You will arrive at the 

video ‘preview’ page for 

the video you have 

chosen.  Here you can 

play the video (full screen 

if you like) and view 

information relating to 

this video. 

To embed the video in 

(eg) Blackboard click 

‘Enable Public Access’ 
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12. Enabling public access will display more options. 

a) Click to disable or enable public access - allows 
embedding/display of video elsewhere 

b) The URL to this page (will play video full screen) 

c) Left then right-click to copy the embed code 

d) Tick box to change code to ‘Javascript modes’ 

e) Tick box for ‘Legacy Flash’ (seldom used) 

f) Click to change code to different player sizes 

g) Information about this video and quality choice 
(usually left on high) 

You can click to 

preview the video and 

can even view full 

screen by clicking the 

icon on the play bar. 

You can add chapters 

to your video by 

clicking on the 

‘Chapters’ tab and 

view any resources 

you added on upload. 

The video title and 

description appears 

here, as do any tags 

that you have added. 

g 
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