Media Library

To Create a Media Collection

1. In the Build tab, click on Media Library in the Course Tools menu.

2. Click on the “Create Collection” button.
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3. Give the collection a Title and Description. You may choose to associate the collection with certain
keywords or goals. Simply type the keywords in the text box or select the goals from your choices.

4. Remember to click Save.
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To Add a Term to the Glossary

1. Also, in the build tab click on the Media Library tool in the Course Tools menu.

2. Click on the Glossary title.

3. Then click on Create Entry.
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4. Type the term in the Title box and the definition in the Description box. Then you may connect this
entry with keywords. Click on More Options to select how the keywords are linked to entries.

5. Remember to click Save.
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To Add an ltem from another Collection

You may wish to have a glossary term appear in more than one Collection of terms.

1. Click on the Media Library tool. Then click on the title of the Collection to which you would like add

the term.

2. Then click the button to Add Existing Entries.
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3. Check the box next to the term and click Add Selected to add it to the new collection. It is now in both
collections.
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