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Submitting a Presentation in a Discussion Forum  

 
Has your professor asked you to submit a narrated presentation in a discussion 
forum? If yes, then you have a lot of choices. Technology changes rapidly and there is 
not a one-size-fits-all method to do this. This handout explains some commonly used 
apps and programs to enable you to accomplish this task.  

A key consideration is which platform (mac or pc) you are using. But this is not a final 
list – you may know of another way to produce this product for your assignment. 
While your computer may contain 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. Please read through the Notes below to determine 
which of these 4 programs are best for you to use. 

 Kaltura Capturespace( pc and Mac) 

 PowerPoint 

 Quicktime Recorder (Mac only) 

 Keynote (Mac only) 

Notes: 

 Kaltura Capturespace is both pc and Mac friendly, free, and very easy to use. 
Kaltura is the video hosting program inside of Moodle where all videos are stored. 
CaptureSpace can be downloaded to a PC or a Mac. This is a very easy way for all 
users to record a narrated presentation. Once created, the video is upload to 
Moodle through an upload button in the software and then added to the 
discussion thread with the Add button. 

  Quicktime and Keynote are easy programs to use on the Mac platform. However 
not all users have this software on their devices and you don’t have to purchase 
this if you don’t already own it to complete your project. Just try the CaptureSpace 
method mentioned above– it’s easy and free. 

 After creating your narrated presentation and adding it to the discussion forum, 
please make sure that you can view it yourself so your instructor and classmates 
will have no problems.  

 PowerPoint is an option for both PC and Mac. If you don’t have the latest version 
of PowerPoint you can download it for free from Albright. 
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PowerPoint    

 
You can use the recording tools in PowerPoint to narrate a presentation. Simply 
create your presentation. When you are ready to start recording, go to the Insert 
Toolbar and click Audio – Record Audio. You can record the audio and 
playback to hear it. If the audio levels are not loud enough you will 
need an external microphone or a headset with a microphone 
attached. 

Do this for each slide. Save the presentation. 

To turn this into a video file you go to File-Export-Create 
a Video.  

After you have saved your PowerPoint file as a movie, 
follow these directions to add it to the discussion board. 

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:  This opens up the discussion forum directions.  

 
Click Add a new discussion topic. 

 
 

  



Narrated Presentations for Discussion Forum Quick Reference Sheet  Rev 10-2016 

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: Click Add New and Media Upload 
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Step Five: Choose Media 
Upload from the Dropdown 
menu and Choose the file to 
upload from your computer. 
 
 
Step Six:  Fill out 
details about the file 
you are submitting 
and then click Save 
and then click Back 
to Browse and 
Embed.  This returns 
you to the Add Media 
Screen (in step 4). 
 
 
 
 
 
 

Step Seven:  Click Add Media 
again and now the video should 
appear on your screen. Click the 
Select option next to your video 
and a drop down appears. Choose 
Large Medium or Small 
 
Step Eight:  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 hours so don’t wait until the last 
minute to upload a video for your assignment. 
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Best Practices: 
 

 Create the entire PowerPoint before beginning your narration. You can always go 
back and add narration later if you edit the slideshow. 

 It’s a good idea to include a video of you talking (the webcam option on the Slide 
Recording) on at least one slide so your audience has a visual connection.  

 
If you need more help contact edtech.help@albright.edu Monday through Friday. 
 

 

Kaltura & CaptureSpace 

Kaltura is the video hosting solution for Moodle and CaptureSpace is a program that 
can be downloaded for free and creates a video from your narrated PowerPoint. You 
simply download the software one time and use it to create and record your narrated 
PowerPoint. Kaltura will turn it into a video that is available from with Moodle. 
Directions for uploading to Kaltura and creating using CaptureSpace can be found in 
this handout 

 
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:  This opens up the discussion forum directions.  
Click Add a new discussion topic. 

 
 

  

mailto:edtech.help@albright.edu
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Step Three: Adding the Recorded PowerPoint 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 PowerPoint. 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  
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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.  
 
Directions for using CaptureSpace can be found at this link: 
http://library.albright.edu/moodle/moodle_faculty  
 
Click on these videos on the website to 
learn how to download and use 
CaptureSpace for recording. 
 
After you record something with CaptureSpace, the video will appear in the gallery 
when you click Add New Media. 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 to finish submitting your video that has been created with 
CaptureSpace to your discussion forum. 
 
Please Note: To capture the highest quality audio and video, be sure to watch the 
video on Configure CaptureSpace on the library website. You can set your video and 
audio capture speed and also choose external microphones and webcams if you are 
utilizing them. 
 
Media Upload 
Step One:  Repeat Steps 1 – 3 if 
you are not in the discussion 
board 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 Two:  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 hours so don’t wait until the last 
minute to upload a video for your assignment.  

http://library.albright.edu/moodle/moodle_faculty
http://library.albright.edu/moodle/moodle_faculty
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QuickTime Recorder  

QuickTime Player, the default media player for Mac OS X, also has some 
powerful recording capabilities. With the recording features, you can 
create screen recordings of anything, including narrating a PowerPoint. 
However this software does not allow you to pause during your 
recordings. If this isn’t something you don’t normally use, please see the directions 
above for Kaltura & CaptureSpace. 

 QuickTime Screen Recordings Video Tutorial 
 Video Tutorial: Bigger Version (.mov, 5 MB) 
 Directions (HTML) 
 Print Directions (PDF) 

 

After your presentation is recorded, post it to the discussion board by uploading it to 
Kaltura and embedding it on the page. 
 

After you have recorded your video, follow these directions to add it to the 
discussion board. 

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:  This opens up the discussion forum directions.  

 
Click Add a new discussion topic. 

 
 

  

http://etc.usf.edu/techease/4all/getting-started/creating-screen-recordings-with-quicktime-player/#accessvid
http://etc.usf.edu/techease/wp-content/uploads/2011/02/quicktimerec.mov
http://etc.usf.edu/techease/4all/getting-started/creating-screen-recordings-with-quicktime-player/#html
http://etc.usf.edu/techease/wp-content/uploads/2011/02/quicktimerec.pdf
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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: Click Add New and Media Upload 
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Step Five: Choose Media 
Upload from the Dropdown 
menu and Choose the file to 
upload from your computer. 
 
 
Step Six:  Fill out 
details about the file 
you are submitting 
and then click Save 
and then click Back 
to Browse and 
Embed.  This returns 
you to the Add Media 
Screen (in step 4). 
 
 
 
 
 
 

Step Seven:  Click Add Media 
again and now the video should 
appear on your screen. Click the 
Select option next to your video 
and a drop down appears. Choose 
Large Medium or Small 
 
Step Eight:  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 hours so don’t wait until the last 
minute to upload a video for your assignment. 
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Keynote  
Keynote is the presentation software application developed as a part of 
the iWork productivity suite by Apple. Keynote is similar to PowerPoint 
but many Mac users feel it is a superior product. It is not always free – if 
you don’t have this on your computer, please don’t purchase it. Refer to the Kalture & 
CaptureSpace directions above. 
 
Keynote allows narration, just like PowerPoint, but it also allows you to save a 
Keynote presentation as a movie. This can then be uploaded to the discussion board 
using Kaltura. Use the links below to for Keynote support.  
 
https://www.apple.com/support/mac-apps/keynote/  
 

After you have saved your Keynote file as a movie, follow these directions to add it 
to the discussion board. 

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:  This opens up the discussion forum directions.  

 
Click Add a new discussion topic. 

 
 

  

https://www.apple.com/support/mac-apps/keynote/
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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: Click Add New and Media Upload 
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Step Five: Choose Media 
Upload from the Dropdown 
menu and Choose the file to 
upload from your computer. 
 
 
Step Six:  Fill out 
details about the file 
you are submitting 
and then click Save 
and then click Back 
to Browse and 
Embed.  This returns 
you to the Add Media 
Screen (in step 4). 
 
 
 
 
 
 

Step Seven:  Click Add Media 
again and now the video should 
appear on your screen. Click the 
Select option next to your video 
and a drop down appears. Choose 
Large Medium or Small 
 
Step Eight:  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 hours so don’t wait until the last 
minute to upload a video for your assignment. 
 
 


