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Introduction

Reasons for using YouTube:

· You can store all your videos in one place. 
· You can share videos anywhere. 
· The video can be kept private and can be made unsearchable. 
· The quality of videos will be better than most alternatives. 
· The videos will be stored on the YouTube server and won’t take space on your computer. 

 
NOTE: YouTube changes their website design very regularly; however, the steps should remain similar. 
(Last Updated: July 12, 2019)

Creating a YouTube Account (For existing Gmail accounts)

·Students already have an existing Gmail account (their student email account); you will need to link it to 
your YouTube account. 

· You may also use a personal Gmail account, if you prefer. 

· Go to: www.youtube.com 
 

· Click on Sign In in the upper right-hand corner. 

http://www.youtube.com/
http://www.youtube.com/
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· You will be taken to the YouTube/Google login page. 

· Log in using your Gmail address and password; be sure to use the entire email address. 
o Google may offer a list of their new policies. You are welcome to read them. Otherwise, click on 

‘OK, got it.’
o You may also receive other pop-ups. You may close out of them. 

 
· Once you have successfully linked your Gmail and YouTube accounts, you will be sent back to the 

YouTube home page. 
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Uploading Videos to YouTube

· Start by logging into YouTube.com and clicking the Upload button at the top of your page. 

· 

 

· Then click on Select files to upload. 
o Also, click on the drop-down menu to change the video from Public to Unlisted. This will prevent 

the video from showing up in searches. Do NOT select Private as that will prevent anyone else 
from being able to view the video.

·A file upload box should pop up. Search for the video you have saved. 
· Once you have found it, click Open. 
· Processing may take a few minutes, depending on the length and quality of your video. 
· When the upload is complete the processing bar will say Processing Done and show a Done button next 

to it. Make any edits to the Basic Info and Advanced Settings tabs before clicking on Done. If you do click 
Done first, you can then click back to Editing. 
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· Under the Basic Info tab, edit the following information: 
1. Give the video a title.
2. You may give the video a description.
3. Do not add Tags. These are used for searching and for advertising.
4. Choose a Video Thumbnail that you prefer by clicking on it.
5. Change the Privacy setting to Unlisted if you didn’t do so before uploading the video. This will 

make it unsearchable, and someone would have to have the specific URL to view it. Your 
instructor or other students will not be able to view a Private video from Blackboard.

· Next, click on the Advanced settings tab. 
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1. Uncheck all of the boxes under Comments.
2. Leave the License and rights ownership as default, Standard YouTube License.
3. Use the Caption certification drop-down to select the first option, “This content has never aired 

on television in the U.S.,” as this should be an original video you created.
4. Leave the Distribution options as checked.
5. You may change the category to Education.
6. You may add a recording date, if you would like.
7. Additionally, it is your choice to show video clicks on the viewing page or not.
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·When you are finished, click Done at the top. 

· Next, copy the link listed near the top of the page, under the video title. 

· You should be able to preview the video at this URL and share it with your instructor. 
 
 

 

  Editing Your Video Settings

If you have already uploaded your video, you can still edit the settings and video itself.
· Go directly to studio.youtube.com or click on your profile picture in the top right corner if you are 

already on the main page of YouTube and signed in. From the drop-down menu, select YouTube Studio 
(beta). 

· In the menu on the left, click on Videos. Select the video you wish to edit and click on its title. 

https://studio.youtube.com/
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· Under the Basic tab: 
1. Give the video a new title.
2. You are welcome to give a description. Otherwise, you can put the description in your course, 

when you share it with your instructor.
3. Choose a Video Thumbnail that you prefer by clicking on it.
4. Delete all the tags. These are used for searching and advertising.
5. You want to change the Visibility from the default Public to Unlisted.

· This will make it unsearchable, and someone would have to have the specific URL to 
view it.

· Do not set to Private. Your instructor and other students will not be able to view a 
Private video from Blackboard.

6. Click Save.

· Next, click on the Advanced tab. 
 

1. You may add a video location and recording date, if you would like.
2. Leave the License and rights ownership as default, Standard YouTube License.
3. Change the category to Education.
4. Use the Caption certification drop-down to select the first option, “This content has never aired 

on television in the U.S.,” as this should be an original video that you have created.
5. Uncheck all of the boxes under Comments and ratings.
6. Leave the Additional options as checked.
7. When you are done, click on Save.
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· You can also make edits to the video itself from this area. In the left menu, click on Editor.

· From here you can:
o trim the video 
o edit the audio
o add an end screen
o add blur
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https://www.youtube.com/watch?v=4hGe9KmRr4s&feature=youtu.be


Last Updated: 07/12/2019 | Page 10

· Any additional editing will need to be done in a third-party editing software program before being 
uploaded to YouTube.

· If you make changes, remember to click Save before leaving this page.
· You can also add captions or a transcript, if you would like.

o On the left menu, click on Transcriptions. You will need to set your default language the first time 
you go to the Transcriptions page.

o You can then add a transcription or captions by clicking on Add.
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· Once you are done with editing, click on Details in the left menu. On the right side, you can view your 
video once more and copy the Video URL to send to your instructor for viewing.

o You can also click on the video thumbnail in the top left of the menu so that you can view the video 
as it will be seen in YouTube by your instructor.

· You can also get the link to your video to share with your instructor from the main Videos page that lists all 
of your uploaded videos.

o Hover over the title of your video and click on the three dots.

o In the pop-up menu of options, select Get shareable link. This will copy the YouTube URL for your 
video to your clipboard.

o This is also where you will find the option to download or delete your video file.
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  Downloading Your Video from YouTube

· Once you have created a video that you want to use multiple times, you may download it from YouTube, 
to save on your computer. This would ensure that you have a copy of the video, in case you accidentally 
delete it from YouTube.

· Go directly to studio.youtube.com or click on your profile picture in the top right corner if you are 
already on the main page of YouTube and signed in. From the drop-down menu, select YouTube Studio 
(beta).

· Hover over the title of your video and click on the three dots.

· In the pop-up menu of options, select Download. The video will download as an .mp4 file.

https://studio.youtube.com/
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  Removing a Video from YouTube

· Go directly to studio.youtube.com or click on your profile picture in the top right corner if you are 
already on the main page of YouTube and signed in. From the drop-down menu, select YouTube Studio 
(beta).

· Hover over the title of the video you wish to delete and click on the three dots.

· In the pop-up menu of options, select Delete.
· You will receive a warning that you are deleting the video permanently. This action cannot be undone. 

You must click the box acknowledging that you are aware of this before you can delete the video.

· NOTE: If you delete a video from YouTube, it will no longer appear to anyone who has the link.

https://studio.youtube.com/
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  Adding a Mobile Number to an Existing YouTube Account

If you add a mobile number to verify your Google account, you will have 120+ minutes of record time. 
Otherwise, you can only upload videos that are up to 15 minutes long. For lengthy videos, it would be 
advantageous to increase your recording time. Be aware that up to two accounts can be verified per phone 
number, per year.

· Start by logging into YouTube.com and clicking the Upload button at the top of your page.

· Under the uploading and recording options, there is the option to Increase your limit.

· Click the link to Increase your limit.
· You will then choose to receive a telephone call or text message to verify your number.
· Select your country.
· Enter your phone number. Then, click Submit.
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· Check your phone for a call or text and enter the verification code you receive.

· Then, click Verify.
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