
User Manual
Presenta

Content

Publishing content in Presenta 2

Viewing content in Presenta 5

Adding multimedia files 7



User Manual
Presenta
Publishing content in Presenta

1. Open Presenta and click on the Publish button.

Image. Presenta.
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2. Prepare the post you want to publish. Pictured below are the fields you can edit:

Image. Screen for publishing posts in Presenta.

a. Post title.

b. Post content. The Visual and Text tabs allow you to add content with or without
formatting:

Visual: use the icons to format the text.

Text: use the proposed tags to format the text.
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c. You can add tags that identify the post in Presenta. All you have to do is write the
tag name. If you want to add more than one, uses commas to separate them.

Tags appear in the post when it's published, as well as in Presenta's right sidebar.
By clicking on a tag, you can filter for any posts that have it too.

d. Type of licence the post's content is under. You can choose either Creative
Commons or Registered work, as appropriate.

e. Post status. The options are Pending, In process and Finalized. A post's status has
no bearing on who can see it (i.e. everyone with access to Presenta will be able to
open it, no matter its status).

The status is simply a way for those reading the post to know what stage it's in.

f. By clicking on Add Media, you can upload previously created multimedia files or
record new audio or video files using your computer's microphone or webcam. For
further information on how to do this, go to the next section.

Important!
- If you add more than one multimedia file, the first one appearing in the text

will be used as the cover image in the list of posts. This same file will also be
displayed at the top of the post itself, detached from the text below. You can
place multimedia files within the text from the second file onwards.

g. Clicking on the Publish button will make the post visible to students.

If you are editing a post, the button will read Update and you can leave without
saving your changes by clicking on Cancel.
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Viewing content in Presenta

When you open the tool, you will see the list of posts published so far, sorted from newest
to oldest.

If a post is updated, it will move to the newest position and stay there until another post is
added or edited.
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What you will find in Presenta:

a) Information on each post. If the post contains a multimedia file (such as an image,
as pictured), it will be displayed prominently on the left-hand side. Underneath it
there will be a link to download.
Also displayed are the post's title, its creator's name (the blurred-out part in the
screenshot) and the publication date.
The first few sentences of the post appear below that.
This is followed by the post's status, as specified when it was added.
Lastly, there is a strip that shows how many comments the post has received, the
licence the content is under, a button to edit the post (only for the creator) and a flag
icon to mark the post as read (grey) or unread (blue). This icon only pertains to you,
so it will stay whatever colour you leave it as.

b) No matter where you are in Presenta, you can always use the options in the right
sidebar to add a new post, search for specific content, see the latest comments or
browse using the post tags.
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Adding multimedia files
 
Whether you're adding/editing a post or leaving a comment, you can add multimedia files
by clicking on Add Media.

Image. Window for adding multimedia files.

In this window, you can:

Image. Window for adding multimedia files.

1. Upload a video file saved on your computer.
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- Click on Tria un fitxer (Select file), choose the video file you want and wait
for it to upload completely. The upload may last a few minutes depending on
the size of the file.

- When the file has finished uploading, you need to accept the legal terms by
ticking the little box at the bottom of the window.

- Once you do this, the Next button will activate, which you will need to click to
finalize the upload process.

2. Record a new video using your computer (you must have a working webcam).
- To start recording, click on Start recording:

Image. Window for recording videos with your computer's webcam.

- When you want to stop recording, click Stop recording.
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Image. Recording a video with a computer webcam.

- The video you've recorded will automatically start to play on a loop.

Image. Video recorded with a computer webcam.

- If you're happy with the take, click Upload video. The upload may last a few
minutes depending on the size of the file.

- When the file has uploaded, accept the legal terms by ticking the little box at
the bottom of the window. This will activate the Next button, which you need
to click to finalize the upload process.
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3. Upload an audio file you have saved on your computer or record a new one (you
must have a working microphone).

- The process is virtually identical to the one described in point 2, the only
difference being that you will record an audio file using your computer's
microphone.

4. Upload an image you have saved on your computer.
- The process is virtually identical to the one described in point 1, the only

difference being that you will select an image file rather than a video.

Once uploaded, multimedia files can only be seen in the post or comment they were added
to. In other words, there is no single, repository-like area that stores them all. Therefore,
uploaded files cannot be reused in different posts or comments. If you want to reuse a file,
you will have to upload it again.
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