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System Requirements

o Operating Systems and Browsers
o Additional Software
« Apple Extensions

Operating Systems and Browsers

Please verify that your computer meets the minimum system requirements. This MyLab supports the following
operating system and browser combinations.

Operating Systems Browsers

Windows | XP, Vista, Windows 7 Firefox 3.x, 4.0
Internet Explorer 7.0, 8.0, 9.0

MacOS |10.4, 10.5, 10.6 Firefox 3.x, 4.0
Safari 2.0, 3.x

Additional Software

Depending on the content at your site, you may also need to download one or more free plug-ins (such as
Adobe Reader ®, Adobe Flash ® Player, or Adobe Shockwave ® Player).

Apple Extensions

In Safari 5.0.1, Apple introduced Extensions which are various add-ons. The following extensions are known to
cause issues with multimedia.

e Click-to-Flash (Flash Blocker)
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e Any of the bookmarking extensions (you should not bookmark anything except the MyLab; for
example, www.myspeechlab.com or www.communicationlab.com

e JavaScript Blacklist

o Last Pass and Mitto Password Manager (in case your password changes)

o Pelotero Proxy Service (may interfere with session)

« Safari Restore (attempts to restore your session automatically after crashes or closing of Safari)

e Any of the font extensions (may interfere with text loading within the player)

Getting started

What is MediaShare?

MediaShare is a multimedia tool that allows instructors to add video and documents to their curriculum. Videos
and documents can be uploaded to satisfy assignments or simply shared by instructors and students. MediaShare
also features online commenting for capturing casual feedback and customizable student and instructor rubrics
for assessment. Grades can be imported into most learning management systems. Structured much like a social
networking site, MediaShare can help promote a sense of community amongst students.

How-to Create a Course
Step 1.  From the Home Tab

Step 2.  Mouse over the Manage Tab
MediaShare ()
All Courses
d Assignments I £
Step 3.  Click My Courses

MANAGE

My Profile

My Courses

My Assignments
My Rubrics

My Submissions

Spring 20
Demo Course
A B L PH Kowalski

Speech 101 MW
A B L PH Kowalski
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Step4.  Click Create a Course

MediaShare )

Spring 2012 Populsted Demo Courss IR ST AP0 (IR IR0 | £59 AP AR

Step 5.  Complete the fields

e School
Course Title*
Course Abbreviation
Start Date
End Date*

*These fields are required.

Step 6.  Click Save Course

MediaShare )

[ T o ML

Create a Course

Supporfing Materials

supzan nzsee Bupran Deesmarr Sapper Liskr

=t

Step 7. Review Summary Screen
Note: The summary screen contains the CourselD for your new MediaShare course. Please

print this screen and distribute the CourselD to your students. The CourselD enables your
students to join your MediaShare course.
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MediaShare )

WEHALE

Spring 2012 Populsted Demo Couse

Course I0: SUKNMN-T2403

Optional features

Adding Support Materials to a New Course

At this time, you can choose to add supporting materials for your course, or supporting material can be
added later. To add course materials later, please click the section entitled Course Materials. These
support materials can be useful links and/or videos and documents you wish to share with your class.
Once added, these support materials are available to students once they login to your MediaShare
course.

If you wish to add a link to a resource

Step 1.  Complete the Title and URL fields
Step 2. For each new link, click the Add Another Link Button

If you wish to upload or record a course video

Step 1.  Click the Add Support Video button

Step 2. If uploading a video click Browse, select your file, click Upload

Step 3. If recording a video via webcam, click Webcam. Select your webcam from the drop

down box and click Record to record your video.

Step 4. Click Next

Step 5.  Enter a name for the Video in the Title

Step 6. Click Next

Step 7.  Click Save Course
*Adobe Flash Player may pop up to request access to your webcam. Click the allow button in order to give
MediaShare permission to access your webcam.

If you wish to upload a course document

Step 8.  Click the Add support document button
Step 9.  Click Browse
Step 10.  Click Upload
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Step 11.  Click Next

Step 12.  Enter a name for the document in the Title
Step 13.  Click Next

Step 14.  Click Save Course

Create a Course Your Course ID ks ZSDEI-D4208

SChoo
Course Tille: * Courss Abbresiaion

Start Date End Date:

Supporting Materials

Support Videos: Support Documents: Support Links:
Add anciher vides Arkd anolher sacument L &

URL

Add anather link

Setting Up Your New Course

Profile

MediaShare Profiles allow students and instructors to add an image and biographical information (bio). Once
uploaded, a user’s image accompanies all of their postings in MediaShare. Users can access each other’s
profiles by clicking on images in the Roster.

How-to Edit Your MediaShare Profile
Step 1. Click the Edit Profile button located at the top right-hand corner of the screen

EDIT PROFILE | LOG OUT

Welcome Back!

Name: A B L P H KowalskKi
% Role: Instructor

GRADES MANAGE

Step 2. Make your desired edits
Step 3.  Click Save my profile

How-to Create a Profile

Step 1.  Click the Edit Profile button located in the top right corner of the screen
Step 2.  Complete the School and Short Bio fields
Step 3.  Click Save my profile
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Edit My Profile

Delete current photo

A B L P H Kowalski

kimberiey kelsea@pearson.com
School
Emmanuel College

Options

How-to Add a Profile Image
Step 1. Click the Edit Profile button located in the top right corner of the screen

Step 2. Under Edit My Profile click Browse

Step 3. After locating the picture on your hard drive, click Upload; the image will appear immediately
Step 4. Your new image is now viewable for all of your courses

Step 5. Click Save my Profile

Edit My Profile

Choase File | Mo e

Upioad

How-to Remove a Profile Image

Step 1. Click the Edit Profile button located in the top right corner of the screen
Step 2. Click the Delete Current Photo button below the image

Step 3. Click Save My Profile

How-to Edit Your Profile

Step 1. Click the Edit Profile button located in the top right corner of the screen
Step 2. Make your desired edits
Step 3. Click Save My Profile
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Rubric
MediaShares Rubrics are great assessment tools. MediaShare offers instructor and student (peer review) rubrics.

Customizable default rubrics are provided or you can build your own from scratch.

How-to Create a Rubric
Step 1.  Mouse over the Manage Tab
Step2.  Click My Rubrics

Welcome Back!

Hame: A B L P H Kowalski
N Role: Instructor

TER Gh"OES MANAGE

My Profile
My Courses
My Assignments

My Rubrics
My Submissions

Optional Features

e How-to create an Instructor Review Rubric
Step 1. In the My Instructor Review Section, click on Create New Rubric

AR Gours b HOME ASEGRMENTS ROSTER GRADES MEHAGE

& My Instructor Review Rubrics .______"‘ [ creme ew e |

o by nwwen | slpraebcs

&= My Peer Review Rubrics

Step 2. Complete the fields:
= Rubric Name*
= Section
= Category
Step 3. Select the number of points for each category
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Create Instructor Review Rubric

Rubric Name: * Copy Rubric: (Optional)
Speech Introduction Salect a Rubne =

m In[rnduchaﬂ

Audence Analysis & Adaptateon
+ Significance of Topic

Credibilty

Thasis and Praview of main points

Add another category

Add New Section

Up to 5 poirts |=

- Hone -
Up to 1 paint
Upte 2 points:
Up e 3 points
Up to 4 points

2 2 2 @

Up to & points:
Upte 7 points:
Up te 8 points:
Upto 9 paints
Up te 10 points

Options for this step:

i. Need more categories? Click the Add Another Category button

ii. Need more sections? Click the Add New Section button

Step 4. Click Save

How-to Delete a Rubric Section or Category

Step 1. To delete a Section, click the H corresponding to that section

Step 2. To delete a Category, click the =] corresponding to that category

How-to Copy a Rubric

Step 1. In the My Instructor Review Section, click on Create New Rubric

Step 2. Under Copy Rubric, select a rubric to Copy

Create Instructor Review Rubric

Rubric Name: * Copy Rubric: (Optional)

Speech Introduction Select a Rubric

Selact a Rubric
CTa (T B Introduction

Informative Speech
Introduction Speech
Persuasive Speech

P . Pl o T DT 1

Step 3. Make any desired changes and click Save

*These fields are required.

How-to Create a Peer Rubric

Step 1. In the My Peer Review Rubric section, click on Create New Rubric
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& My Instructor Review Rubrics [ Crate tew e |

v nwwesl | slptabetcs

&= My Peer Review Rubrics w

1 AT | B S eh

Step 2. Complete the fields:
= Rubric Name*
= Section
= Category
Step 3. Select the number of points for each category

Create Peer Review Rubric

«I |"I "‘I

Options for this step:

i. Need more categories? Click the Add Another Category button
ii. Need more sections? Click the Add New Section button

Step 4. Click Save

Note: For best results, please instruct your students to click on the Peer Review tab while reviewing peer
submissions. They will then see the Peer Review Rubric.

Class Materials

Supporting materials can be added to your course or individual assignments. These support materials can be
useful links and/or videos and documents you wish to share with your class. Once added, course support
materials are available to students once they login to your MediaShare course. Assignment support materials are
available once the student engages the assignment.
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How-to Add a Link to Course Material
Step 1.  Mouse over the Manage tab, click My Courses

MANAGE

My Profile

My Courses

My Assignments
My Rubrics

My Submissions

Spring 20
Demo Course
A BLPH Kowalski

Speech 101 MW
A B L PH Kowalski

Step 2. Click the Edit button for the desired course

@ My Courses

Sort by newest | alphabetical

SP2012
Spring 20 ed Demo Course
Edif | ¥ | Delate)

4 Assignmends | & Students | 21 Submissions

Create Assignment

Course ID: SUKKNN-79403
Descrigtion:
Assignmenis:

niroduction Speech | Due 03202012

Export Gradebook (.c5v)

Step 3.
Step 4.
Step 5.

Step 6.  For each new link click the Add Another Link Button

You will enter the setup screen for the course. This information need not be edited
Scroll down until the Support Video, Support Document and Support Link labels are visible
If you wish to add a link to a resource, complete the Title and URL fields

Create a Course

Supporting Materials

Suppart Vidsns Supcart Documetin Supsor Linke

AN WA s s Syluias L]
] BT (6 TR

Agrl areetes WE

Your links will be accessible under the Class Materials section viewable from the Home tab.
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Course Video

Course videos are at the heart of MediaShare. Uploaded videos should be less than 500 megabytes or simply
under 10 minutes.

Please note: Video uploading is not instantaneous. Smaller files will process faster than larger files.
Long upload times are, unfortunately, unavoidable when working with large video files on the Internet.

For a little context, we recently tested upload times for a 366.7 MB video file on three different video upload
programs — MediaShare, YouTube, and one of our competitors. We used a home computer with a standard Wi-
Fi network on a baseline Comcast Internet connection. This 366.7 MB file took the following time at each
source:

Media Site Download Time (Min:Sec)
YouTube 25:16
MediaShare 23:31
Competitor 23:41

How-to Upload or Record a Course Video
Step 1.  Mouse over the Manage tab, click My Courses

My Profile

My Courses

My Assignments
My Rubrics

My Submissions

Spring 20
Demo Course
A BLPH Kowalski

Speech 101 MW
A B L PH Kowalski

Step 2. Click the Edit button for the desired course

@ My Courses

Sort by newest | alphabetical

SP2012
Spring 20
| Cralate

ted Demo Course Create Assignment Export Gradebook [ .c5v)
Edif | 8
4 Assignmenis | 6 Students | 21 Submissions

Course ID: SUKKNN-79403
Description:
ASsIgnments;

niroduction Speech | Due 03202012

Step 3. You will enter the setup screen for the course. This information need not be edited
Step 4.  Scroll down until the Support Link and Support Video labels are visible
Step 5.  Click the Add Support Video button
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Supporting Materials

Support Videos: /

Add another video

Step 6. If uploading a video click Browse, select your file, click Upload

Step 7. If recording a video via webcam, click Webcam. Select your webcam from the drop down box
and click Record to record your video.

Step 8.  Click Next

Step 9.  Enter a name for the Video in the Title

Step 10.  Click Next

Step 11.  Click Save Course

*Adobe Flash Player may pop up to request access to your webcam. Click the allow button in order to give

MediaShare permission to access your webcam.

Roster

How-to View Your Course Roster
Step 1.  Click on the Roster Tab at the top of the screen

MediaShare €)

All Courses il my Profile

#ii Class Roster
T Oy MlwWa el i|Fl"liEirC.l
Eebl Profe
124 °18.1¢ JF ! ﬂ hocone
T h'l i

Apied

ABLFH
H'_|I.'.'1-|-

ashibiuaii

Step 2.  From here, you can sort your roster of students by newest or alphabetical

Recording your videos and uploading documents

Today, there are a myriad of video capture devices available. Whichever device you choose, reviewing the
device's instructions prior to making your video will ensure that you are off to a good start. Often users, who did
not review their devices manuals will hold a video capture device incorrectly and accidentally create an upside-
down or sideways video. It is a good practice to review your videos before submitting them to MediaShare. This
will ensure that you submit the quality video you intended.

= Uploading Video and Documents
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MediaShare now supports the uploading of both video and documents. Check to make sure that the files
you will be uploading are in a supported file type.

Accepted video file formats are .flv, .asf, .qt, .mov, .avi, .wmv, .mp4, .f4v, .mpeg, .mxf, .rm, and .3gp.
Accepted document formats are .doc, .docx, .pdf, .xls, .xIsx, .ppt, .pptx.

Recording your video

MediaShare also now allows direct recording into an assignment via your webcam and supports both
external and internal devices. Please make sure to install any software that comes with your webcam to

insure that the webcam drivers are up to date. Also see that the microphone associated with the webcam
is enabled.

Teaching with MediaShare

Creating Assignments

Assignment Planning
Before you create an assignment in MediaShare, do a little planning to positively impact your course.

Assignment Planning Questions:

Will you be using a Rubric? If so, see the section entitled How-to Create a Rubric.

Will a student’s videos be reviewed by their peers? If so, see the section entitled How-to Create a Peer
Review Rubric.

Do you have links to external resources or videos that could enhance the assignment? If so, you can
prepare to add them to an assignment(s).

How-To Create an Assignment

Step 1.  Mouse over the Manage Tab
Step 2.  Click My Assignments

Hame: A B L P H Kowalski
% Role: Instructor

GRADES MANAGE

My Profile

My Courses

My Assignments
My Rubrics

My Submissions

. . IW-TE-NT

Step 3. Click the Create New Assignment button
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MAHARE

il My Assignments  sueicees

IP:IH# .-prn; rtd Popuimsd
........

Imtroductizn Epesch

Step 4.
Step 5.
ASSIGNMENTS
Create an Assignment
Selecl A Course: EWHQ 2012 Populated Demo Course | Publishir
f +| Wisibla 1o
Assignment Titie: * Due Date: * | lwant la t
= pubdisher
|# Studenls
. | Bhidants
Step 6.  Complete the fields
Step 7. Assignment Title*
Step 8. Due Date*
Step 9.  Assignment Description
Step 10.  Click Save Assignment
M Sounres o HOME ASSIMMENT S ROSTER GRADES MENAKE
Create an Assignment
Publshing OpSons:

" | Sy M1E Popaaned Dere Consa =]
Ll

e

Grading Cptons:
By Gredes
Eoancds irmirecior Rastesr Ruons
Eucd Pt P’ Fluonc

Submisslon Options: *
® L MR R T

T B i W b LS e e

*These fields are required.

Publishing Options

e How to Moderate Submissions Before They are Published

Instructors can moderate submission sharing among students by setting the Publishing Options.
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o If you wish to review student submissions before they are posted to MediaShare, click the box

next to I want to moderate submissions before they are published.

o0 Leaving the box unchecked will allow students to post submissions without your moderation.

Publishing Options:
Visible to students

I'wantto moderate submissions before they are
published

Students are allowed to comment on submissions
Students are allowed to comment on this assignment

| want to moderate all comments before they are
published

e Students are Allowed to Comment on Submissions

Instructors can allow or restrict a student’s ability to comment on each other’s submissions.

o If you wish to allow student commenting, place a check next to Students are allowed to
comment on submissions.

o0 Leaving the box unchecked will disallow student comments on peer submissions.

e Students are Allowed to Comment on Assignments

Instructors can allow or restrict a student’s ability to comment on the assignment itself.

o If you wish to allow student commenting, place a check next to Students are allowed to
comment on this assignment.

0 Leaving the box unchecked will disallow student comments on the assignment itself.

Grading Options

e Enable Grading

MediaShare’s assignments can be graded or non-graded.

o If this assignment is to be graded, click the box next to Enable Grading. Next, you will be

prompted to supply the maximum points for the assignment. Please note: 100 pts is the
maximum value allowed.

o If the assignment is non-graded, simply ensure that the box is blank (unchecked).

Grading Options:
+ Enable Grading

Maximum Painlz: | 100

# Enable Instructor Review Rubric

Dafault Instructor Rubric | =|

Defaull instructor F

! infarmatie Speech
Intraduction Speech
Persuasmwe Speech
SMC RUBRIC

Sul Special Occasion Speech

5 1 Speech Introduction

e Enable Instructor Review Rubric
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MediaShare allows instructors to create course level rubrics as well as rubrics for specific assignments.
o If youwould like to use a rubric with this course, click the box next to Enable Instructor
Review Rubric. You will then be prompted to select the rubric from your list of rubrics.
o If you do not currently have a Peer Review Rubric, but wish to create one, see the section
entitled How-to Create a Peer Review Rubric.
o If you will not be using a rubric with the assignment, simply leave the box blank (unchecked).

e Enable Peer Review Rubric

o If students will be reviewing each others submissions and you have created a Peer Review
Rubric that you wish to use for this assignment, click the box next to Enable Peer Review
Rubric. You will then be prompted to select the rubric from your list of rubrics.

o If you do not currently have a Peer Review Rubric, but wish to create one, see the section
entitled How-to Creating a Peer Review Rubric.

o If you will not be using a rubric with the assignment simply leave the box blank (unchecked).

Viewing and Commenting on Submissions

From the Home Tab

There are two ways to view submissions: They can be accessed from the Assignments area, where submissions
are organized by assignment. They are also viewable from the Submission section. Here, videos and documents
can be sorted by newest, most commented on and alphabetical.

How-to Access Videos and documents from the Assignments Section
Step 1.  From the homepage click View next to the name of the target assignment

MediaShare ()

All Courses [ Kty Coursas

dl Assignments EEEEEED | T

S

Irmrzddusien Speech
Crtine far rirsdecaor fgescn

Fruai pasch

Step 2. Scroll down to the submissions section, click the thumbnail of the submission you would like to
watch or download
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& Comments about this assignment

Wendy Dorden  2i1aa
=aly e fed aboad |||l/

— SUbMIb&IDnb

by: newest | mosi commenied | alphabetica

... | Boyoom Star ng Oppol Fear of Public Beogoom Star
i in n-dur.mnipan’.h i in n-dur.mn Smn’.h i in n-dur.mn Smn’.h i in n-dur.mn Smn’.h i in n-dur.mn Smn’.h

Step 3.  Click play to play icon - and view the video or click on the download link for documents

SHTITIY U TS T UPUTGIEU ETMTUY wUarsatT

ERTUEIOT KITEsSTieyy . Kot B ese B i | Didie: 0899019
Hani

Previcus Hext

& Introduction Speech

ﬂ Cheagao Mins Trassi
Wy Mias Tigkr

& Outline for Introduction Speech

i Karen's Cutline NATRUGTER REVIE]
T Ery Haraon Bowers
 Karaon Bowers
a4 1H Cescripiion
. k’/ IFreditien
uthne

CRATIICRS BOATOE & )

Conolusson

Ravied of ma

Step 4.  To leave a comment, click in the comment field directly below the submission
Step 5. Enter your comment
Step 6.  Click Save

How-to Newest Videos and documents from the Submission Section
Step 1.  Click the thumbnail of the submission you would like to watch or download
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All Courses B My courses

# Assignments BN |m o

VT CO0A R in

Fina Speach

Tompein Wediaies Towec

& Submissions H-_

Flayan Uhy hw g Bam | Hesrevs [1e Berpered fiark T

Step 2.  Click play to play icon - and view the video or click on the download link for documents
Step 3.  To leave a comment, click in the comment field directly below the submission

Step 4. Enter your comment

Step5.  Click Save

Grading

How-to Grade Submissions

Step 1.  From the Home tab, locate the submission in the Submission section or the Assignment section
Step 2. Click the thumbnail
Step 3.  Toreview comments on the submission, click the Comments tab

N

m INGTRUCTOR REVIEW  PEER REVIEWS  FINAL GRADE

ABLPHKowalski o012 0hbips £

Description

Step 4. If you set up a rubric for the assignment, click Instructor’s Reviews and/or Peer reviews
respectively
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Step 5.  Click the Final Grade Tab to the right of the submission
Step 6.  Enter your grade
Step 7.  Click Submit

COMMENTS  INBTRUCTOR REVEEW  PEER REVIEW

Final Grage: 95 out of 100 points.

Using the Gradebook

How-to view Grades for All of Your Courses
Step 1.  From the All Courses Menu, click on All Courses

All COUrses

Spring 2012 Populaled Demo
Course

B o~

Step 2.  Click on the Grades tab

AN Cauries

GRADES

All Courses

iﬁ Grades Ealact an Assigamant

Blair Tuckman Points: | 95 |11 Feer Reviews Instnucior Reviews

Harach Beweds Points | 82 | 1100 Pear Reviews stnacion Rekas
Erar ey ISt inr Sy
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Step 3. You will now see the grades for all of your courses
Step 4.  Click the Instructor Reviews button of a desired assignment for additional details

Selact an Assignment

des
F"c%msl'urml Reviews

n Paints: | 95 | 1100

Peer Reviews Instructor Reviews
Fre Points:| 82 |/ 100

Peer Reviews Instrucior Reviews

[en Poinls. | @ | /100

How-to view Grades for a Specific Course
Step 1.  From the All Courses Menu, click on the desired course

All Courses
5 2012 laled Demo
pring 2012 Popu

2 A~

Step 2.  Click on the Grades tab

¥orng J011 Populated

Spring 2012 Populated Demo Course M Ciag

i“ Gr’EIdES- Halect an Azzigrmant

Biair Tuceman m o

Barann Bowaers Pragth w

Step 3.  You will now see the grades for your selected course
Step 4.  Click the Instructor Reviews button of a desired assignment for additional details

Selact an Assignment

des
F"c%msl'urml Reviews

n Points:| 95 |/ 100
Peer Reviews Instrucior Reviews
Fre Points:| 82 |/ 100
Prer Reviews Instrucior Reviews
[en Painis | 0 100

How-to view Grades for a Specific Assignment
Step 1.  From the All Courses Menu, click All Courses

Step 2.  Click on the Grades tab
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Step 3.  You will now see the grades for all of your courses

Step 4.  To see grades for a specific assignment across all courses, click Select Assignment
Step 5.  Click on the desired assignment

Step 6.  Click the Instructor Reviews button of a desired assignment for additional details

" Cnu rses h"\.__ Expon Gradgebook { £5v)

) Grades \A Select an Assignment =
| Soloct an Assignment |

Spang 2012 Fopulated Damd Course: Introduction Speech

Spring 2012 Populated Demo Course: Outline for Introdusction Speech
Points: | 95 |/ 1 Sping 2012 Populabed Demd Course: Final Spesch

Spring 2012 Populated Demo Course: Computer Maediated Spaech

ir Tuckman

Moderating Student Comments and Submissions

How-to Moderate a Student’s Comments and Submissions

Step 1.  From the Home tab

Step 2.  Click on the Assignments tab

Step 3.  Click on the desired assignment

Step4.  From the submissions section, click on the submission

Step5.  After review , you can publish the submission by clicking Publish
Step 6.  Published submissions can be unpublished by clicking Unpublish
Step 7. After review, you can publish a specific comment by clicking Publish
Step 8.  Published comments can be unpublished by clicking Unpublish

Options:

e Peer Review Comments
o To see Peer Review Comments, click on the Peer Reviews tab

e Instructor Comments
o To see Instructor comments, click on the Instructor Reviews
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