
 
 
This document is a step by step guide to uploading your UMSS21 Video Presentation to Kaltua. 
Created by UMSS staff January 2021. 
 
 
1) Log into your ​UMaine Portal 
This is what you will see (something similar)  
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https://umaine.edu/portal/


 
2) Click on the Kaltura button 
 

 
The Kaltura button takes you to the screen below 
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3) Click “+ Add New” in the upper right hand corner of the screen 
 

 
 

 
4) Click Media Upload 
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5) “Media Upload” will bring you here 
 

 
 
6) Find your MP4 File by clicking “Choose a file to upload” or click and drag it from your desktop 
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7) Wait for your file to upload  

 
 
 
8) It will show when your upload is complete 
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9) Type your full name into the “Name: (Required)” field 

 
 
10) In the Description field please include the following information: 
Abstract Number - this will be provided to you in an email upon approval of your abstract 
submission;  
Title of your abstract; Category;  
Graduate or Undergraduate;  
Faculty Mentor Name 
 

 
 

6 



11) Description field should look like this:  

 
 
12) Tags field- UMSS21 (umss21)  

 
 
13) Make sure “Publish Schedule:” Is set to “Always” 
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14) Click on “+Add Collaborator”; type in ​um.symposium@maine.edu​ and click Co-Editor and 
Co-Publisher. This allows UMSS to make sure this is in our channel with correct settings. Then 
click “Add” 
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15) Click SAVE 

 
 
 
 
16) Save. At the top of your page it should look like this: 

 
 
 
 
17) After saving, (see above #16), you need to go back to your media page and choose the 
pencil icon next to the desired video. This will allow you to edit the publishing status of your 
video. You will want to chose “Published” 
 

 
 
18)  After saving, (see above #17), you need to click “Publish in Channel” 
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19) Click on “UMSS21” Channel and click “Save” 

 
 
-Check UMSS21 

 
 
 
-Click “Save” 

 
 
 
20) Please fill out our ​Virtual Student Presentation Submission Form​. You will be asked to 
provide the link to your video presentation while completing the form. 
 
After you have successfully uploaded your video. Do not delete the video from your Kaltura. 
Please also make sure that you have saved it. If you have any questions or concerns please 
email ​um.symposium@maine.edu​. 
 
Thank you! 
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