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Competencies 
After reading this document you should be able to: 

♦ Create Media Library collections. 

♦ Add entries to collections. 

♦ Preview entries and collections. 

♦ Move collections. 

Creating Media Library Collections 
Instructors can create multimedia collections of terms, definitions, or images related to specific 
course topics extending the Media Library Glossary functionality. These terms can be 
automatically hyperlinked to words throughout the course content. Whenever a student clicks on 
these terms, a window will pop up displaying the "definition," which can include text, an image, or 
a media file. 

Instructors can create collections to organize media library entries into logical groupings. Any 
entry can be added to more than one collection.  

To Create Media Library Collections: 
1 When creating a collection, from the Media Library screen, click Create Collection. 

 

Figure 1: Media Library – Create Collection 

2 Enter a title and description. 

 

Note  The description is visible to students and appears next to the collection title. 

3 Select to show or hide the item. 

4 In the Keywords text box, enter one or more keywords, separated by commas. 
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5 If goals are to be associated with this collection choose them here. 

6 Click Save. 

To Add Existing Entries to Media Library Collections: 
After an entry is created, the entry can be added to a collection that contains related entries. 

 

Note  Entries can be added to more than one collection. 

1 From the Media Library choose the collection to which items are to be added. 

2 From the Collection, click Add Existing Entries. 

a To add one or multiple entries to a collection, select each entry. 

b To add all entries to a collection, in the table heading row, select the 
check box. 

3 Click Add Selected.  

 

Figure 2: Media Library – Add Selected Existing Entries 

4 In the Keywords text box, enter one or more keywords, separated by commas. 

5 If the item is to be added to more than one collection check all that apply. 

6 Choose the linking properties (manual, first instance automatic, or all instances 
automatic). 

7 Click Save. 

To Upload Entries to Media Library Collections: 
1 From the Media Library choose the collection to which items are to be added. 

2 Click Create Entry. 

3 Enter the title and description. 

4 To add the file, browse to the file location select the file and click Open. 

5 In the Keywords text box, enter one or more keywords, separated by commas. 

6 Click Save.  

Created on: 10/04/06 Modified on: 4/2/2007 2 



 Media Library 3 

To Preview Media Library Collections: 
The Media Library has a preview feature that allows collections to be viewed as it will appear to 
students. 

1 Locate the item that is to be previewed and click its ActionLinks icon. 

2 Click Preview. 

 

Figure 3: Media Library - Previewing Media Library Items 

Moving Collections 
Items initially appear in the order that they were created. In the Media Library, there is an Order 
column with numeric indicators that show the order that items was created. An up-arrow indicates 
that items are currently sorted in ascending order. A down-arrow indicates that items are currently 
sorted in descending order.  Items can be moved up or down to change their order. All users see 
the items in the specified order. 

To Move Media Library Items: 
1 Click the column title Order until the list is sorted in ascending order. 

2 Select the item to be moved. 

 

Note  All users view the Media Library collections in the same order.  It may be important to organize 
the collection either in alphabetical order, by the order the content appears in the course or in another 
way that will meet the needs of the students. 

 

3 Do one of the following: 

 To move an item up: 

a Locate an item above the one that has already been selected and 
click its Click to view move options icon. 

b Click Move Selected Above.  
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Figure 4: Media Library – Moving items within collections 

 To move an item down: 

a Locate an item below the one that has already been selected and 
click its Click to view move options icon. 

b Click Move Selected Below. 
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