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ADDING MEDIA 
 
Digication provides a number of methods for uploading images, video, and audio. The size and source of 
your media will determine which type of module you can use.  
 
ADDING MEDIA FROM YOUR COMPUTER 
– RICH TEXT MODULE  
 
1. Click on the Edit tab. 

2. Click the Insert Media icon.   
3. Select, Browse for Media, and then 

upload the file. 
4. Click Done, then Save and Publish your 

changes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
ADDING MEDIA FROM YOUR COMPUTER – 
VIDEO/IMAGE/AUDIO MODULE 
(For large video files -- more than 20 megabytes) 
 

1. Click on Replace this Media with Large Video 

(Beta). 

2. Browse for the file. 

3. Click Start Upload. 

4. Click Done, then Save and Publish your changes. 
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ADDING MEDIA FROM THE WEB – RICH TEXT MODULE 
 
For most web images and video, you will be working in the Media 
From Web (New) tab. 
  
1. Click on the Edit tab. 

2. Click the Insert Media icon then click on the Media from 
Web (new) tab. 

3. Copy and paste the URL to the multimedia that you want to 
include (Youtube, Flickr, Prezi, etc.). 

4. Click Preview to make sure the link works. 
5. Click Done, then Save and Publish your changes. 
6.  
 

 

For some other sources, you can use the, Media from Web tab.  With this module, users insert an “embed” 
code instead of a URL. 
 

1. Click on the Edit tab.  

2. Click the Insert Media icon.  then click on the “Media 
from Web” tab. 

3. From the drop down menu, choose the source of your 
image/video.  

4. Copy the embed code into the box below 
5. Click Done, then Save and Publish your changes. 

 
Note: When working with Vimeo, make sure your module is an 
Image/Video/Audio module. Vimeo will NOT work in a Rich Text 
module. 
 
ADDING MEDIA – GALLERY MODULE 
 
1. Click on the Edit tab. 

2. Click Add Images/Videos.  

3. To upload media from your computer 

or portable drive, click From My 

Computer, then Browse for Media. If 

you’re uploading a series of files, click 

on the first file, then, holding down the 

shift key, click on the last one. This will 

select them all. Or use ctrl + click to 

select only certain files. (Also see Insert a PowerPoint).  

4. Click Done, then Save and Publish your changes. 
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ADDING A FILE– RICH TEXT MODULE 

 
1. Click on the Edit tab. 

2. Click the Insert File icon.   

3. Click Browse, select the file and click 

Insert. The file name will appear as a 

link. You can also create a link using 

existing text by highlighting the text first 

and then inserting the file. 

4. To make available to viewers, Save and 

Publish your changes. 

 
 
 
 
 
 
ADDING MEDIA – POWERPOINT PRESENTATION 
For instructions on adding a PowerPoint presentation to your ePortfolio, please select the following PDF 
link: https://media.sps.cuny.edu/filestore/1/5/1/3_0193282a3c3c3c6/1513_37dfca687d8df65.pdf.  

 
 

 

 

https://media.sps.cuny.edu/filestore/1/5/1/3_0193282a3c3c3c6/1513_37dfca687d8df65.pdf

