
This article is for utilizing the Mediasite Web Editor for making edits to your recordings: 

Navigation the Web Editor: 

1. Projects/Revision History - Select Revision History from the top navigation to view panel. Within the Projects/Revision History 
panel, select ‘Projects’ to manage the associated projects within the presentation. Project view allows for you to open, copy, delete 
and restore projects, as well as create new ones. Select ‘Revision History’ to see a list of all changes made in a project and restore 
to previous versions. 

2. Video - The video area includes the following information: 
- Presentation name 
- Video Preview Window 
- Chapter Name (when applicable) 
- Play Controls 

If there is no video with the presentation, this area will appear blank 
3. Slide - the slide area includes a preview window, slide title, slide number (indicated beneath each slide preview), and slide 

controls. You may navigate the slides using the ‘<>’ controls located beneath the slide preview or enter a number int he slide 
number indicator. 

4. Project Timeline - the project timeline allows for you to navigate and edit the presentation. You may enter in a time in the time 
display, located in the upper-right corner of the timeline. You may also click anywhere within the timeline to navigate to that 
specific point within the presentation. The project timeline allows for you to edit, move, and replace slides. As well as add 
chapters, insert cuts/fades/dissolves. 

                   Mediasite Web Editor



Managing Projects: 

When opening a presentation for editing, it is saved as a project. It is recommended that you use the projects panel of the web editor. 

A presentation can have multiple projects associated with it. For each project, you can see when it is created, last modified, and the 
last time changes made to the project. You can manage projects and revisions in the ‘Projects/Revision History’ area. 

*Tip - Multiple projects per presentation might be useful if you are attempting to ‘split’ a long recording into short segments. You 
may create multiple edited versions (projects) and proceed to crop each version down into a shorter presentation to share. 

1. Login to the MyMediasite Portal 
2. Choose the presentation you wish to access. The summary page will then open 
3. Select ‘Edit Video’ 
4. Select ‘Revision History’ from the top navigation. The Projects/Revision History panel will open 
5. Select ‘Projects’.  A list of projects will appear 
6. Here you may select to do one of the following: 

- Copy Project - Select the ‘Copy’ button to create an exact copy of the project you currently have opened. 
- Open - Select ‘Open’ to open a project. Please note that you may only have one project open at a time. 
- Create New Project - Select ‘New Project’ in the lower right corner of the panel to create a new project based on the 

original. 
- Naming the Project - Select the project’s title to highlight and type in a new title. 
- Deleting/Restoring Projects - If needed, you may delete your projects by selecting ‘Delete’. If already deleted, you may 

choose to restore your project by selecting ‘Restore’.   
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 Restore Previous Versions: 

To restore a previously edited version of your projects: 

1. Login to the MyMediaiste Portal 
2. Choose the presentation you wish to access. The summary page will open 
3. Select ‘Edit Video’ 
4. Select ‘Revision History’ 
5. Select ‘Restore’, located on the right of the version of the project you would like to restore to. You may need to select ‘Show More 

Revisions’ should you wish to see the original version. 
6. Select ‘Commit to Current’. Alternatively, you may select ‘Undo’ until you return to the state you wish to restore to and select 

‘Commit’. 
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Editing your Slide: 

From the timeline,  you may add, remove, or replace a presentation’s slides as well as update the title and description. You can also 
move slides along the timeline to adjust their timing within the presentation. This is useful if your recording is based on a slideshow 
+ audio or slideshow + video presentation. 

Editable slides appear below the audio track. Slides that appear above the audio track are part of the Screencast or Video portion of 
the presentation are NOT editable. 

Tip* - To select multiple slides at once: Press/Hold the ‘Shift’ key and select the slides in groups. Press/Hold the ‘Crtl’ key to select 
multiple slides individually.  

 Move Slides: 
  1. Select one or more slides 
  2. Click and drag the selected slide(s) to their new location in the timeline 
  3. Click Undo or Redo to undo changes as needed. Once you are finished with your edits, select ‘Commit’. 

 Add Slide Titles & Descriptions: 
  1. Select a slide 
  2. Select ‘Edit Slide’ 
  3. Enter a title and description for the slide 
  4. Select ‘OK’ 
  5. Select ‘Undo’ or ‘Redo’ to undo changes as needed. Once you are finished with your edits, select ‘Commit’ 
  



 Add New Slide: 
  1. In the timeline, find where you would like to add a new slide and pause the video 
  2. Select ‘Insert Slides’ 
  3. Find the image you would like to add as a slide (.jpg, .png, .tif) and select ‘Open’ 
  4. Select ‘Undo’ or ‘Redo’ to undo changes as needed. Once you are finished with your edits, select ‘Commit’ 

 Replace Slides: 
  1. Select the slide you wish to replace 
  2. Select ‘Replace Slide’, this will open the Browse window 
  3. Find the image (.jpg, .png, .tif) you wish to put in place of the current slide. Select ‘Open’ 
  4. Select ‘Undo’ or ‘Redo’ to undo changes as needed. Once you are finished with your edits, select ‘Commit’. 

 Copy & Paste Slides: 
  1. Select one or more slides 
  2. Select ‘Copy Slides’ 
  3. Navigate within the timeline you wish to locate the copied slides 
  4. Select ‘Paste Slides’ 
  5. Select ‘Undo’ or ‘Redo’ to undo changes as needed. Once you are finished with your edits, select ‘Commit’.  



Rerun Slide Detection: 

1. Login to the MyMediasite Portal 
2. Choose the presentation you wish to access. The Summary page will open 
3. Select ‘Edit Video’ 
4. Select ‘Rerun Slide Detection’ from the Mediasite Editor top navigation. Menu will popup. 
5. Using the sliders, adjust the scan rate and image sensitivity 
6. Select ‘Remove Slide Transitions’ to reduce the number of replicated slides 
7. To run the slide change detection for a portion of the presentation, select the presentation area. Then select the ‘Processed 

Selected Region Only’ checkbox. The results will display when finished. 
8. Select ‘OK’ 
9. Once you have completed your edits, select ‘Commit’ 
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Adding Chapters: 

Chapters are marked within a presentation that will allow your views to navigate to different points of a presentation. You may add 
new chapters, update existing chapters and use the chapters to move around within the presentation while editing. 

Chapters appear in the Player’s slide area and include a title and the time the chapter appears in the presentation. 

 Add Chapter: 
  1. Select the spot in the timeline you wish to add a chapter 
  2. Select ‘Insert Chapter’. The insert chapter popup will appear. 
  3. Enter in a title for the chapter 
  4. Select ‘OK’ 

 Update a Chapter: 
  - You may move the chapter to a different location by clicking and dragging it in the timeline 

  - Right click the chapter icon on the timeline to rename or delete the chapter.  
  - You may also select the chapter name above the video and rename the chapter there.  



Crop & Cut: 

You may use the Editor timeline to cut the material from within a presentation or crop from the ends of the presentation. You may 
also use the audio track in the timeline to identify and remove pauses in your presentation. 

When cropping or cutting your presentation, the area you are editing will darken. When playing the presentation within the web 
editor, all portions you have cropped or cut will be skipped over to give you the indication of how your presentation will appear. 

Tip* - All audio, video and PowerPoint Slides within the are you have cropped or cut will be taken out as well. Be sure to modify your 
slides and captions as needed. 

1. Timeline Cursor - Use the timeline cursor to ‘scrub’ (e.g., select) portions of the timeline 
2. Cut Area - The cut area is the area selected within the project. The darker gray area will be cut, while the light area will be faded or 

dissolved. 
3. Fade Handle - Select and drag here to change the duration of the fade/dissolve 
4. Selection Handle - Select the selection handle (e.g., the arrow at the top of the cut) to change the cut type or to select and drag 

the cut on the timeline 
5. Cut Handle - Drag the left or right arrow to change the length of the cut 



Crop Presentation: 

Cropping your presentation allows you to change the Start and End points. 

1. Select and drag the left and right arrows for a new starting (or ending) point. 
2. Adjust the fade-out position using the fade handles as needed. 
3. Select ‘Undo’ or ‘Redo’ to undo changes as needed. Once you have completed your edits, select ‘Commit’  
  
Cut Your Presentation: 

When cutting middle points of your presentation, you may wish to fade, dissolve or simply cut from one section to the next. 

1. In the timeline, select the portion by selecting and dragging the timeline cursor 
2. Select ‘Cut Time’ 
3. If necessary, select the top arrow (i.e., the selection handle). A dropdown menu will appear. You may specify one of the three 

types of cuts: 
1. Cut - When selecting ‘Cut’,  you will simply skip the selected area onto the next. 
2. Fade - This will gradually darken your video and mute audio levels 
3. Dissolve - This will smoothly fade your video out and back in from one of the cut to the other. 

- If necessary, select and drag the fade handles to adjust the length of the fade/dissolve. 
- Select and drag the selecting handle to move the cut to a different section of the track or select the selection handles to display the 

dropdown menu to change your cut option 



- If you decide you would rather keep some of the cut section, use the timeline cursor to select the portion you wish to retain and 
select ‘Uncut Time.’ 

- Select ‘Undo’ or ‘Redo’ to undo changes as necessary. Once you have completed your edits, select ‘Commit’. 



Converting to Audio Presentation: 

To remove the video portion of your presentation and convert to audio-only, access the Web Editor and select ‘Convert to Audio.’ 

One you have completed your edits, select ‘Commit.’ 

The Convert to Audio is available for presentations using the Screencast + Video, Screencast + Audio or Slideshow + Video options. 
All Screencasts & Video portions will be removed from the presentation. 

This feature is useful if you wish to create a smaller, easy-to-buffer file for your viewers. 

Tip* - You may also download your presentation as an .mp4 file, which is a downloadable audio-track. 



Saving Change: 

When opening a presentation for editing, it will open as a project. A project represents a version of your presentation, accessibly only 
within the Web Editor. If desired, you may create additional projects within a presentation. 

As you make your edits, changes are saved automatically to the project and listed within the revision history. 

Once you have completed your edits, you may commit your changes to the original presentation, to a new presentation, or to an 
existing presentation. 

Tip* - Saving vs. Committing: In the web editor, you may save changes made to a project. These changes do not appear in the 
MyMediasite Portal, as the presentation itself remains unchanged. Choosing to the ‘Commit’ creates a new presentation or overrides 
an existing presentation. This translates to your project into a presentation that appears in the MyMediaiste Portal. 

Once you have committed a change, it takes time for the system to create the new presentation. the process of creating a new 
presentation, or overwriting a current presentation is called a ‘Job’. For each ‘Job’, its status and time of completion is listed along with 
a status bar displayed. A job may have three possible states: Complete, Working, or Failed. 

Select ‘Commit Jobs’, located in the upper-right corner of the Mediasite Web Editor to see each job being processed/status. 

 Commit To Current Presentation: 
  1. Login to the MyMediasite Portal 
  2. Choose the presentation you wish to access. The summary page will display 
  3. Select ‘Edit Video’ 
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  4. Make edits as desired 
  5. Select ‘Commit’. A dropdown menu will appear 
  6. Select ‘Commit To Current’ to save your changes to the original presentation 

 Commit To New Presentation: 
  1. Login to the MyMediasite Portal 
  2. Select the presentation you wish to access. The summary page will display. 
  3. Select ‘Edit Video’ 
  4. Make edits as desired. 
  5. Select ‘Commit’. A dropdown menu will appear. 
  6. Select ‘Commit to New’ to save changes to a new presentation 
  7. Enter a title for the new presentation 
  8. Select ‘Commit’ 
  9. To do additional edits on the newly created presentation, go back to the main Mediasite page and choose the newly  
  created presentation. The new presentation will have a new project associated with it and will not have the revision  
  history associated with the original project. 

 Commit To Existing or Schedule Presentation: 
  1. Login to the MyMediasite Portal 
  2. Choose the presentation you wish to access. The summary page will display 
  3. Select ‘Edit Video’ 
  4. Make edits as desired 
  5. Select ‘Commit’. A dropdown menu will appear. 
  6. Select ‘Commit to Existing’ to save your changes to an existing presentation 
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  7. The browse area opens. Navigate to the presentation you wish to commit your changes to. 
  8. Select the presentation 
  9. Select ‘Commit’ to save changes to the presentation. 
  10. To do additional edits, navigate back to the main Mediasite page and select the presentation.  The new   
  presentation will have a new project associated with it and will not have the revision history associated with the  
  original project. 


