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Creating and submitting a video in a Discussion Forum  

 
Has your professor asked you to create and submit a video in a discussion forum? You 
can use a program within Moodle called CaptureSpace (pc or Mac) to create the video 
and then upload to Moodle. After the video is captured it is uploaded to the 
discussion forum through a program called Kaltura. While this may sound like a lot of 
steps, it really is just a few clicks.  

While your device probably contains an internal microphone, please consider using an 
external mic, even one found on a headset will work, to produce the clearest quality 
of narration for your project.  

Read through the directions below and also the alternative process 
at the end before starting. 

Kaltura & CaptureSpace 

Kaltura is the video hosting solution for storing videos within Moodle and 
CaptureSpace is a program that can be downloaded for free and captures your 
recording. You simply download the software one time and use it anytime to create 
videos for Moodle. You then upload the video to Kaltura and attach it to the 
discussion forum. Directions for uploading to Kaltura and creating using CaptureSpace 
can be found below. 

 
Step One: Navigate to your Moodle course where the discussion forum appears and 
click on forum. The icon should look like the one listed below but the name of the 
forum will be different. 

 

Step Two:  Click Add a new discussion topic. Please note that the words on the 
button may differ depending on which type of forum your instructor has chosen to 
use. 
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Step Three: Adding the Video. 

This opens up forum discussion area. At this point you can add any text you want to 
appear in the forum. And you need to add your Video. Click the Kaltura video icon to 
open the video options screen. 

 

 

Step Four: Adding and Choosing the Video. 

1. Creating a new recording right here using CaptureSpace. Click Add New and a 
dropdown menu appears. Click Capturespace Recording 

 
 
 
 

 
 
 
 
 
 
 
 

 

CaptureSpace Recording 
The CaptureSpace Recording option will launch a program called CaptureSpace. 
CaptureSpace is a free app that will be downloaded to your computer and can be 
used to make recordings of the screen, or a recording using your webcam, or even of 
you narrating PowerPoint slides.  
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If this is the first time you are adding video you will have to download the software. 
See directions below. If you have previously downloaded the software then it will 
immediately launch and let you begin the capture. 
 

Directions for using CaptureSpace can be found at this link 
It is very simple to download the software – it just takes a few clicks. But if you need 
more help please click on this link and read through some of the documentation.  
http://library.albright.edu/moodle/moodle_faculty  
 
Click on these videos on the website to learn how 
to download and use CaptureSpace for recording. 
It is easy to figure out so you may want to try this 
before looking at the documentation.  

 
CaptureSpace Basics 
After you launch CaptureSpace this window appears. 
 

  

Webcam will allow you to do a simple 
video capture. The other choices are for 
different kinds of recordings.  
 

When you are finished with your 
recording and have previewed and made 
any edits (that is optional) you have to 
upload to Kaltura. Don’t forget to name 
your video (helps you find it later) and 
tag it (optional but good practice). Using 
the class number (ie ENG236) is a good 
tag.  

Please Note: To capture the highest quality audio and video use a microphone and 
click the Settings tab in the CaptureSpace recorder to adjust the capture setting. For 
additional information be sure to watch the video on Configure CaptureSpace on the 
library website (link found above).  
 

http://library.albright.edu/moodle/moodle_faculty
http://library.albright.edu/moodle/moodle_faculty
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After you record something with CaptureSpace, the video will appear in the gallery. It 
still needs to be added to the discussion forum. Please note: It may take some time (a 
few minutes to an hour) before the video is processed and appears in your gallery. 
 
Follow Media Upload (directions below ) to finish submitting your video that has 
been created with CaptureSpace to your discussion forum. 
 
 

Media Upload – adding your video to the discussion form. 
Step Five:  Repeat Steps 1 – 3 
from above if you are not in the 
discussion forum area. Click Add 
Media and now the video should 
appear on your screen. Note:  
Click the Select option next to 
your video and a drop down 
appears. Choose Large, Medium, 
or Small. 
 
Step Six:  A preview window will open. Click Embed to place the video 
into your discussion forum. Click Post to Forum to finish your post. Note 
that the video may only appear as text here. You have to go back in and 
click on your post to see the video play. The video takes time to process so you may 
not see it displayed right away. It could take a few minutes to a few hours so don’t 
wait until the last minute to upload a video for your assignment. 
 

Recording video on your own device. 

You can always use your own device, like an ipad or cell phone, to do a recording and 
then upload the video. If you chose that route, you will need to send the recording to 
your computer and save it there first. Then you can upload it to Kaltura by going into 
the discussion forum, pressing the Kaltura button, then doing a Media Upload (See 
steps 1-4) above except you click Media Upload. After it is uploaded you can select 
the video and it will be embedded into the discussion forum (see steps 5-6).  
 
If you have any questions please email edtech.help@albright.edu. Please note that 
typically help is available between Monday through Friday from 8:30 – 4.  

mailto:edtech.help@albright.edu

