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This document aims to discuss important aspects of digital video and its use in a tertiary institu-
tion. Additionally, it will identify standards and policies that digital videos need to adhere to in 
its creation, editing and publishing onto a learning management system (LMS).  
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1.0 INTRODUCTION 

The demand for videos in Learning and Teaching has been on the rise especially with the Uni-
versity moving steadily towards online learning. This guide intends to provide those involved in 
teaching and learning a guide for creating high quality videos in compliance with the University 
of the South Pacific (USP) Disability Inclusiveness Policy in April 20131. It will focus on the anat-
omy of videos and how it can conform to requirements from web standards and course design 
standards. Furthermore, it will also look at how to create, edit and publish videos using certain 
platforms and authoring tools.  

2.0 OBJECTIVES  

1. Identify standards and policies that would influence the creation of videos. 
2. Discuss specifications of videos with the standards identified. 
3. Identify the best practice in publishing a video on Moodle e.g. HTML File, embedding, 

download link, YouTube video, etc.  
4. Provide learners with the opportunity to use the standards in their creation of learning 

objects. 

3.0 STANDARDS AND POLICIES  

There are standards and policies that this guideline will adhere to when creating and publish-
ing. These standards include the Quality Matters2 standards for online and blended courses, the 
Web Content Accessibility Guideline and the Disability Inclusiveness Policy.   

3.1 QUALITY MATTERS 

For the purpose of this document the specific standards that directly impact videos are as fol-
lows: 

 6.3 Technologies required in the course are readily available. 
 6.4 The course technologies are current. 
 8.2 Information is provided about the accessibility of all technologies required in the 

course. 
 8.3 The course provides alternative means of access to course materials in formats that 

meet the needs of diverse learners.  

  

                                                             
1 "USP Disability Inclusiveness Policy 2013 - The University of ..." 2013. 14 Apr. 2015 
<http://www.usp.ac.fj/fileadmin/files/services/campus_life/doc/USP_Disability_Inclusiveness_Policy_2
013__4_June_.pdf> 
2 "Quality Matters |." 2007. 31 May. 2015 <https://www.qualitymatters.org/> 
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3.2 WEB CONTENT ACCESSIBILITY GUIDE 

“Web Content Accessibility Guidelines (WCAG) 2.0 will make content accessible to a wider range 
of people with disabilities, including blindness and low vision, deafness and hearing loss, learn-
ing disabilities, cognitive limitations, limited movement, speech disabilities, photosensitivity 
and combinations of these. Following these guidelines will also often make your Web content 
more usable to users in general.”3  

The following guidelines that are relevant to videos are as follows: 

 Guideline 1.1 Text Alternatives: Provide text alternatives for any non-text content so 
that it can be changed into other forms people need, such as large print, braille, speech, 
symbols or simpler language. 

 Guideline 1.2 Time-based Media: Provide alternatives for time-based media 
 Guideline 1.4 Distinguishable: Make it easier for users to see and hear content includ-

ing separating foreground from background. 
 Guideline 2.3 Seizures: Do not design content in a way that is known to cause seizures. 

  

                                                             
3 (2004). Web Content Accessibility Guidelines (WCAG) Overview. Retrieved April 14, 2015, from 
http://www.w3.org/WAI/intro/wcag. 
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4.0 SPECIFICATIONS 

A video is actually a collection of images or frames. It is time-based meaning that it follows a se-
quence for a given time period. So every frame has a position and timestamp in the sequence in 
which the video plays. While there are other types of videos namely, Television and Films this 
section focusses on digital video. 

 

Moreover, a video generally has four attributes: 

i. The file format - sometimes referred to as the container and it determines the file ex-
tensions (e.g. mp4, avi, mkv, etc) 

ii. The video file - this is the actual pictures and is normally referred as the encoding or 
the codec. Common codecs are Xvid, DivX and H.264. Certain file formats support certain 
codecs.  

iii. The audio - some videos may or may not have audio. The audio format is also depend-
ent on what the file format (container) of the video can store. Examples of audio formats 
are mp3, AAC, mp4a, AC3, Vorbis, etc. 

iv. The captions and subtitles - not all videos contain subtitles or captions. These are de-
sirable to comply with accessibility standards. Normally they are contained in another 
file. Some examples of subtitle files are ASS, SSA, SRT, SUB + IDX 

 
FIGURE 1 ANATOMY OF A DIGITAL VIDEO 

4.1 FILE FORMATS 

File formats refer to the file type or in technical terms, the container. It encapsulates the video 
data, audio data and for some formats the captions data. Certain video files can work within cer-
tain file formats. Below is a table on common file formats4 

  

                                                             
4 "HTML Multimedia - W3Schools." 2011. 23 Apr. 2015 
<http://www.w3schools.com/html/html_media.asp> 
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TABLE 1: FILE FORMATS 

Format File Description 

MPEG .mpg 
.mpeg 

MPEG. Developed by the Moving Picture Experts Group. The first 
popular video format on the web. Used to be supported by all brows-
ers, but it is not supported in HTML5 (See MP4). 

AVI .avi AVI (Audio Video Interleave). Developed by Microsoft. Commonly 
used in video cameras and TV hardware. Plays well on Windows 
computers, but not in web browsers. 

WMV .wmv WMV (Windows Media Video). Developed by Microsoft. Commonly 
used in video cameras and TV hardware. Plays well on Windows 
computers, but not in web browsers. 

QuickTime .mov QuickTime. Developed by Apple. Commonly used in video cameras 
and TV hardware. Plays well on Apple computers, but not in web 
browsers. (See MP4) 

RealVideo .rm 
.ram 

RealVideo. Developed by Real Media to allow video streaming with 
low bandwidths. It is still used for online video and Internet TV, but 
does not play in web browsers. 

Flash .swf 
.flv 

Flash. Developed by Macromedia. Often requires an extra component 
(plug-in) to play in web browsers. 

Ogg .ogg Theora Ogg. Developed by the Xiph.Org Foundation. Supported by 
HTML5. 

WebM .webm WebM. Developed by the web giants, Mozilla, Opera, Adobe, and 
Google. Supported by HTML5. 

MPEG-4 
or MP4 

.mp4 MP4. Developed by the Moving Picture Experts Group. Based on 
QuickTime. Commonly used in newer video cameras and TV hard-
ware. Supported by all HTML5 browsers. Recommended by YouTube.  

 

4.2 VIDEO FILE 

This is the actual video data which is encapsulated in the container. When a video is created by a 
device it is in a raw uncompressed (lossless) form and normally is a large file. Ideally you would 
want to reduce the file size according to what medium the video will be placed in. Reducing the 
file size is what is called compression. There is however, much more to it than just compres-
sion. Each video is recorded or created by a device with the following: 

 

i. Frame rate - measured in frames per second, this determines how smooth the video 
plays. Typically the higher the frame rate the better the experience.5 

ii. Bit rate - the amount of video data processed in a second. The quality of your video is 
determined by the bit rate. 

iii. Data rate - the combined rate of data (video + audio) processed in a second. When 
streaming videos on the internet, users bandwidth will need to be higher than the data 
rate in order to stream seamlessly (no buffering). The data rate is the file size divided by 
the time it takes the video to play. 

iv. Resolution - the height and width of a video in pixels.  

                                                             
5 "Why Frame Rate Matters - Gizmodo." 2015. 30 Apr. 2015 <http://gizmodo.com/why-frame-rate-
matters-1675153198> 
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v. Aspect ratio - the ratio of the width and the height of the video. Common ratios are 4:3 
(standard) and 16:9 (widescreen). 

vi. Codec - encodes digital data for transmission, storage or encryption, or decodes it for 
playback or editing6. Whatever codec is used to encode, media players must have the 
relevant decoders to actually play the video. 

 

It is important to note that these attributes are directly proportional to the file size. For this rea-
son, there is a need to compress your video using codecs for generally acceptable specifications 
for the web. Choosing which codec will depend on what file formats are supported. 

A video can be played (or streamed) on the web and this depends on what file formats are sup-
ported by your web browser. Before we look at web browsers it's important to know the stand-
ards of the web. The current standard is HTML57 and unlike other versions there is now a 
standard way to display videos in a browser using the <video> element.8  Currently the following 
video formats are supported for the <video> element: MP4, WebM and Ogg. 

Table 2 shows the various browsers that support HTML5 and the various video formats. 

  
TABLE 2 HTML5 BROWSER SUPPORT 

Browser MP4 WebM Ogg 

Internet Explorer Yes No No 
Chrome Yes Yes Yes 
Firefox Yes Yes Yes 
Safari Yes No No 
Opera YES (From Opera 25) YES YES 
 

From table 2 it’s obvious that MP4 is the desired format for publishing/sharing your video on 
the internet. Video streaming giants YouTube also recommend MP4 as their file format for en-
coding.9 Moodle also supports MP4 and with the multimedia filter switched on, it will automati-
cally embed your video and use either the media player you have installed or the HTML5 media 
player to stream it.  

Mobile devices should also be considered as well, and both Android10 and Apple iOS11 support 
the MP4 format. According to USP’s Moodle analytics, users are using Firefox (42.6%) and 
Chrome (40.6%) more than other browsers such as Internet Explorer (10.5%), Safari (0.3%), 
Opera (0.2%) and Mobile browsers (5.8%). 

                                                             
6 "Codec - Wikipedia, the free encyclopedia." 2003. 31 May. 2015 
<http://en.wikipedia.org/wiki/Codec> 
7 (2008). HTML5 - World Wide Web Consortium. Retrieved April 28, 2015, from 
http://www.w3.org/TR/html5/. 
8 (2012). HTML5 Video - W3Schools. Retrieved April 28, 2015, from 
http://www.w3schools.com/html/html5_video.asp. 
9 "Recommended upload encoding settings (Advanced ..." 2013. 29 Apr. 2015 
<https://support.google.com/youtube/answer/1722171?hl=en> 
10 "Supported Media Formats | Android Developers." 2009. 30 Apr. 2015 
<http://developer.android.com/guide/appendix/media-formats.html> 
11 "iOS Media Layer - Apple Developer." 2010. 30 Apr. 2015 
<https://developer.apple.com/library/ios/documentation/Miscellaneous/Conceptual/iPhoneOSTechOve
rview/MediaLayer/MediaLayer.html> 
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FIGURE 2 BROSWERS USED BY MOODLE VISITORS 

While video streaming giants YouTube and Vimeo12 both recommend H.264 as their codec 
choice, it is patented software and usually is bundled in paid video authoring/editing software. 
Other alternatives are DivX and Xvid13. Xvid is open source and is found in many devices, plat-
forms and conversion software.14 While H.264 has a slight advantage over the rest, it does use a 
lot of processing power and for this reason Xvid is sometimes preferred over it. 

4.3 IMPORTANCE OF RESOLUTION 

Furthermore, two related and significant attributes of digital video are the resolution and aspect 
ratio. Resolution is normally determined by the device used to create the video. High Definition 
resolution are now becoming the trend in the internet and has these resolutions, 1280x720 (HD 
720p) and 1920x1080 (HD 1080p). High definition resolutions have an aspect ratio of 16:9. 
Every device will create a video based on some resolution. It’s important that when you com-
press your video (encode) you choose the original resolution or one that is lower. In fact when 
you create your final video you should encode it to the highest resolution possible and so that 
later on you can create versions with lower resolutions. According to USP’s Moodle analytics 
majority of users have display resolutions higher than 1024x600. The most common is 
1366x768 (58.6%) which is a 16:9 aspect ratio. Although you can choose any resolution15 one 
has to keep in mind that higher resolutions have higher bitrates and consequently have higher 
file sizes. 

                                                             
12 "Compression Guidelines on Vimeo." 2011. 29 Apr. 2015 <https://vimeo.com/help/compression> 
13 "Xvid - FAQs." 2014. 29 Apr. 2015 <https://www.xvid.com/faq/> 
14 "Xvid." 2010. 29 Apr. 2015 <https://www.xvid.org/> 
15 "Display resolution - Wikipedia, the free encyclopedia." 2004. 30 Apr. 2015 
<http://en.wikipedia.org/wiki/Display_resolution> 
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Recommended video bitrates for uploads (Youtube16) 

Type Video Bitrate 

2160p (4k) 35-45 Mbps 

1440p (2k) 16 Mbps 

1080p 8 Mbps 

720p 5 Mbps 

480p 2.5 Mbps 

360p 1 Mbps 
 

 

 

 
FIGURE 3 DEVICE DISPLAY RESOLUTIONS ACCESSING USP ’S MOODLE SITE.  

Aspect ratios are equally important as well and particularly if a video has a different aspect ratio 
than the display screen or media player then black bars normally appears to compensate for the 
differences. 

  

                                                             
16 "Recommended upload encoding settings (Advanced ..." 2013. 30 Apr. 2015 
<https://support.google.com/youtube/answer/1722171?hl=en> 
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4.4 AUDIO 

The audio data follows similar attributes as the video data but only restricted to the audio bi-
trate and codec. The most common audio codec is mp3 however both YouTube and Vimeo rec-
ommend AAC-LC as their preferred audio codec. The audio bit rate also determines the quality 
of the audio and are normally referred to as mono, stereo, 2.1 and 5.1 surround Sound. The table 
below lists the respective bit rates. As highlighted earlier higher bit rates will increase the size 
of the file so you can still choose bit rates lower than 128kbps for Mono. Mono audio is suitable 
when you have voice recordings and quality is not the emphasis, as long as you can hear what is 
being said. 

 

Recommended audio bitrates for uploads (YouTube)17 

Type Audio Bitrate 

Mono 128 kbps 

Stereo 384 kbps 

5.1 512 kbps 

 4.5 CAPTIONS AND SUBTITLES  

Captions and subtitles are two different things that serve two different purposes. The HTML5 
standard by the World Wide Web Consortium (W3C)18 defines captions and subtitles as follows: 

Subtitles: Transcription or translation of the dialogue, suitable for when the sound is 
available but not understood (e.g. because the user does not understand the language of 
the media resource's audio track). It is normally overlaid on the video. 

Captions: Transcription or translation of the dialogue, sound effects, relevant musical 
cues, and other relevant audio information, suitable for when sound is unavailable or not 
clearly audible (e.g. because it is muted, drowned-out by ambient noise, or because the user 
is deaf). Overlaid on the video; labeled as appropriate for the hard-of-hearing. 

HTML5 now has a <track> element for closed captioning where you can link to the caption file 
(WebVTT). Most video authoring tools provide captions and subtitles in the SubRip Text (srt) 
format. To be used on the web it has to be converted to the WebVTT file format as described by 
Mozilla19. YouTube also supports closed captions and captions can be added to any video you 
upload to your channel.20 

                                                             
17 "Recommended upload encoding settings (Advanced ..." 2013. 30 Apr. 2015 
<https://support.google.com/youtube/answer/1722171?hl=en> 
18 "HTML5 - World Wide Web Consortium." 2008. 30 Apr. 2015 
<http://www.w3.org/TR/html5/embedded-content-0.html#the-track-element> 
19 "Adding captions and subtitles to HTML5 video - App Center ..." 2014. 30 Apr. 2015 
<https://developer.mozilla.org/en-
US/Apps/Build/Audio_and_video_delivery/Adding_captions_and_subtitles_to_HTML5_video> 
20 "Add subtitles and closed captions - YouTube Help." 2013. 30 Apr. 2015 
<https://support.google.com/youtube/answer/2734796?hl=en> 
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While adding captions and subtitles are beneficial, you can always add equivalent alternative 
content that addresses the same thing in the video, for example, a document that has text and 
images that covers the same content as the video. This is sometimes easier to do than captions 
and subtitles. Another common practice is to provide transcripts of the video. This helps you 
meet accessibility standards (QM standard 8.3 and WCAG Guideline 1.2).   

5.0 CREATING, EDITING AND PUBLISHING YOUR VIDEO 

The pre-production, production and post production phases are critical in any video project and 
it is crucial that the content specialist (lecturer) liaises closely with the assigned staff from CFL 
at each stage. This will ensure that the final product adheres to the standards, policies and 
specifications highlighted in the previous sections of this paper.  Nevertheless, there are several 
items that one needs to consider before committing to the project. 

5.1 ITEMS TO CONSIDER BEFORE CREATING A VIDEO 

As previously mentioned, a video can bring new dimensions to the delivery of certain contents 
in a course. However, the pre-production phase is the most challenging as it requires prior and 
thorough planning where all potential scenarios are played out in regards to decisions about the 
content, the set, the actors, scenes and locations. For voice overs, you need someone with vocal 
talent to provide this. Other logistical factors are also considered and itemised. The following 
are some considerations that one needs to make before creating a video. 

5.1.1 PURPOSE OF THE VIDEO 

What is the purpose of the video? Do you need a video at all to deliver or transmit information 
to your students? How is the video aligned with your objectives and curriculum map? Is the vid-
eo the best medium in capturing the concept or content? In some instances, the information can 
be better presented using text or audio and does not necessarily require a video. 

5.1.2 SUSTAINABILITY OF THE VIDEO  

Will the video become outdated in a short span of time? The information that is presented in the 
video particularly those referring to names, dates and days need to be the latest and any name 
change that is happening down the line need to be known before hand when preparing videos. 
It is advisable to keep names and dates out of the script as any unforeseen changes in fu-
ture would render the video outdated. 

5.1.3 DEVELOP A STORYBOARD AND A SCRIPT  

The lecturer needs to have a storyboard in mind and this can be discussed in consultation with 
the CFL rep. A storyboard (see Appendix A) will assist the producer to visualise the final product 
and hence allow him to prescribe the appropriate approach to take or the best possible template 
to capture and convey the message to the viewers. Developing a script is equally important, as it 
will compel the content specialist (lecturer) to be precise and concise; this will also assist the 
production team when editing the video. 
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5.1.4 LENGTH OF THE VIDEO  

When producing an instructional video, the content specialist needs to pay considerable atten-
tion to the length of the video. This is to accommodate a number of factors, chief among these is 
the viewer’s attention span. Studies by Guo, Kim & Rubin (2014) shows that student engage-
ment levels drop sharply after 6 minutes21. In addition, lengthy videos will also be difficult to 
download in some USP regional campuses because of the large file size.  

5.1.5 DECIDING ON WHICH COMPONENTS OF THE CONTENT IS TO BE ON VIDEO AND 
HOW THESE WILL BE DISPLAYED 

This is a crucial part of the pre-production phase and may require the assistance and advice of 
the Multimedia Unit at the Centre for Flexible Learning (CFL). Generally, there are several tem-
plates that one can use to display content in an instructional video. Considerable thought must 
be put in place to select the most appropriate and sustainable approach for different portions of 
the content as this can ultimately dictate the extent of student engagement. The table below dis-
plays several formats which are currently used at CFL. 

 

  

                                                             
21 Guo, Philip J, Juho Kim, and Rob Rubin. "How video production affects student engagement: An 
empirical study of mooc videos." Proceedings of the first ACM conference on Learning@ scale con-
ference 4 Mar. 2014: 41-50. 
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Table 3: Types of videos and its purpose 

Video Type Description Purpose 

Voice enhanced Power point Slides 
(With or without talking head). 

 

A PowerPoint presentation 
accompanied by the voice of 
the content expert (lectur-
er).This is the current practice 
at the CFL REACT studio.  

Ideal for delivering mini lec-
tures. 

 
Screencast. 

 

 
Recording or capturing of the 
screen with voice over using 
screencast software such as 
Camtasia Studio. screencast-o-
matic or CamStudio. 

 
Ideal for course page naviga-
tion or courses that teach step 
by step instructions using the 
computer. e.g. Technology Au-
toCAD Drawing, Computing 
Science, etc.  

 
Subject Matter Expert using the ipad 
or tablet to draw and write freehand. 

 

 
Utilised a lot by the Khan 
Academy22. There are several  
screen recording software 
available for both the Android 
and Apple devices such as 
Lensoo Create, Educreation, 
Show Me, etc.  

 
Ideal for courses that teach 
step by step instructions or 
problem solving skills such as 
Mathematics, Accounting, 
Physics, etc. 

 
Animation. 

 

 
Can be created using free 
online tools such as Powtoon 
where animated characters 
are used to convey content or 
administrative issues related 
to the course.   

 
Ideal for short introductory 
videos.  

 
Combination of the above. 

 
All of the above. 

 
Ideal for contextualising the 
varying content to the viewer. 

 

  

                                                             
22 "Khan Academy." 2012. 30 Apr. 2015 <https://www.khanacademy.org/> 

http://www.techsmith.com/camtasia.html
http://www.techsmith.com/camtasia.html
http://www.techsmith.com/camtasia.html
http://www.techsmith.com/camtasia.html
http://www.screencast-o-matic.com/
http://www.screencast-o-matic.com/
http://www.screencast-o-matic.com/
http://www.screencast-o-matic.com/
http://www.screencast-o-matic.com/
http://camstudio.org/
https://www.khanacademy.org/
https://www.khanacademy.org/
https://www.khanacademy.org/
https://create.lensoo.com/
https://create.lensoo.com/
https://create.lensoo.com/
https://www.educreations.com/
http://www.showme.com/
http://www.showme.com/
http://www.showme.com/
http://www.powtoon.com/
https://www.khanacademy.org/
https://www.khanacademy.org/
https://www.khanacademy.org/
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https://www.khanacademy.org/
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5.2 ITEMS TO CONSIDER WHILE CREATING THE VIDEO 

5.2.1 ADHERING TO INCLUSIVE STANDARDS OUTLINED IN THE USP DISABILITY IN-
CLUSIVENESS POLICY   

One of the objectives of the USP Disability Inclusiveness Policy 2013 is “to embed universal de-
sign principles to minimise barriers to access and participation by persons with a disability in 
work and study”23. Therefore, instructional videos designed for courses need to be made acces-
sible to students with special needs. Ideally, other text based alternatives to video should be 
provided to assist these students.  Hence the video needs to have subtitles or the entire tran-
script be made available for those who cannot view the video. Hence, the provision of scripts 
will greatly assist in this regards. These requirements are also consistent with the WCAG 2.0 
guidelines and adhere to the USP Disability Inclusiveness Policy mentioned in the previous sec-
tion of this paper.  

 

FIGURE 4 EXAMPLE OF AN INSTRUCTIONAL VIDEO WITH SUBTITLES. 

5.2.2 OPENING AND CLOSING CREDITS  

Ideally, all instructional videos produced within USP or CFL should have an opening credit out-
lining the USP logo and the title of the video24. In addition, the video should also have a closing 
credit where acknowledgments, references, and the type of licence governing the video are dis-
played.  

 

 

 

                                                             
23 "Campus Life: USP Disability Inclusiveness Policy 2013." 2013. 22 Apr. 2015 
<http://www.usp.ac.fj/index.php?id=13515&type=98> 
24 https://www.youtube.com/watch?v=4fihNHB5a0g  
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FIGURE 5 EXAMPLE OF CLOSING CREDITS 

5.2.3 LICENCES AND COMPLYING WITH USP’S COPYRIGHT COMPLIANCE GUIDELINES  

There are two broad categories of licences that govern the propriety of most intellectual proper-
ties, namely copyright protected and the creative commons licenses25. USP has clear guidelines 
on copyright issues related to producing learning materials26. It is recommended that a licence 
type is identified for the video as this will also have a bearing on how the video can be distribut-
ed and reused. In addition, the content supplied by the lecturer to would be used in the video 
such as photos, short video clips etc. also need to adhere to these copyright laws. 

5.2.4 LENGTHY VIDEOS 

In some instances, a video of this nature has to be accommodated as it may contain important 
procedures or contents that cannot be excluded or shortened within the video.  In this case, the 
video can be subdivided into short segments of subtopics accompanied by activities. Special 
considerations may have to be taken for guest lecturers presenting on behalf of the lecturer. 

5.3 PUBLISHING YOUR VIDEO. 

A video can be displayed within Moodle using several formats. This section will outline these 
formats and discuss the advantages and disadvantages of using such a format with particular 
reference to USP’s context. 

5.3.1 DISPLAYING A VIDEO STORED ON AN EXTERNAL VIDEO HOSTING WEBSITE. 

Often the subject matter expert might identify a relevant video on an external video hosting 
website and want to share this with students in the course. Please note that the video file cannot 
be uploaded to Moodle as this might infringe on copyright conditions. However, the link to the 
site can be provided in Moodle.   

                                                             
25 "Creative Commons." 2003. 15 May. 2015 <http://creativecommons.org/> 
26 For copyright guidelines at USP see "intellectual property and copyright policy - Research@USP." 
2010. 28 Apr. 2015 
<http://research.usp.ac.fj/fileadmin/user_upload/content_data_01/ip_copyright_policy_handbook.pdf> 
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Providing the video link - If the video is situated on an external video hosting website such as 
YouTube or Vimeo, the link can be provided in Moodle and users can access the video using the 
link. When the link is placed within a page, a discussion forum or within any Moodle editor, the 
video is automatically embedded within the page as shown in figure 6. However, considera-
tions must be taken for students with limited or poor bandwidth provisions as they may not be 
able to view a video located on an external video hosting site. 

 

FIGURE 6 EXAMPLE OF AN EMBEDDED VIDEO WITHIN A BOOK IN MOODLE. 
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5.3.2 DISPLAYING A VIDEO STORED WITHIN MOODLE 

Adding the video file to Moodle - Video files can also be added to Moodle for download. As 
mentioned above, the teacher needs to ensure that copyright laws are not breached as they 
need to either own the video or cleared the copyright requirements if it will be uploaded to 
USP’s Moodle sites.  The video file can be displayed in Moodle using several display options and 
these are discussed below: 

 

i. force download - this option allows the students to download the video first before 

using their computer’s media player to view it.  

ii. embed - allows the viewer to view the video within the browser (streaming) and is 

ideal for users who don’t have media players installed on their device, the file can also 

be downloaded (see figure 7); 

iii. open in popup - the video opens as a pop up in a new window. Not recommended as 

the pop up might be restricted or disabled on the browser but is ideal if the intent is to 

refocus the viewer’s attention back to the Moodle page after viewing the video; 

iv. open - not recommended as it replaces the entire Moodle window with the video and 

hence navigating back to the Moodle page can be tricky; and 

v. automatic - the video displays similar to the embed option if it is embeddable other-

wise it will force download.  

 
FIGURE 7 A VIDEO DISPLAYED USING THE EMBED OPTION. 
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6.0 RECOMMENDATIONS 

Prescribing a one size fits all formula for producing instructional videos may not be entirely pos-
sible due to the complex interaction of several determining factors such as connectivity, the type 
of devices used, the type of media players available on devices, plugins, the video content and 
others. However, there are several obvious best practices mentioned in the document that prac-
titioners can draw from and prescribe to those intending to create instructional videos.  

 

Do’s  

1. Do identify the need for the video - many people want to use video a lot. The reality is 

that it is time consuming and costly. Sometimes you do not need it and other media may 

be best used instead. Videos are great for demonstrating process. Text is great for notes. 

2. Do plan your video - the most common plan for a video is a storyboard. Be as detailed 

as possible. Keep in mind the accessibility guidelines for captions, transcripts, etc. 

3. Do short videos - as mentioned in this document short videos are preferred. 6 - 10 

minutes is best and also creates a smaller file size that is easy to stream or download.  

4. Do keep your video file size small - if it’s too large check to see if you could tweak the 

resolution, encoder and bit rates or break it down into smaller files. Smaller files are 

easy to download or stream. 

5. Do use MP4 file format - this is hands down the most supported, accessible and rec-

ommended format for digital video 

6. Do keep a high quality (HD 720p) master video - this may not be the best copy to up-

load however you can convert it to lower quality easily without affecting the clarity of 

the video and sound. Remember that you cannot convert low quality video to high defi-

nition formats. 

7. Do include licenses and branding on your video - users need to know how they can 

share and attribute your work. Use logos, author names, titles, licenses and watermarks 

to clearly brand your video.   

8. Do upload your video on Moodle - As a rule of thumb if you are the author of the video 

and copyright is not an issue; always upload your video to Moodle. This will not count 

towards internet quota as Moodle is running in our intranet network.  

 



 

i 

 

APPENDIX A - STORYBOARD TEMPLATE 

Storyboard template used by the Multimedia Team at CFL.  

Course Code & Title  Instructional Designer  

Course Coordinator  Education Technologist   

MMT Video Producer/Editor  Job Ref Num  

Brief description of the nature/type of video 

(e.g. Introduction to the course) 

 

 

 

 

 

 

 

 

 

 

 

 

Location 

(Please tick) 

 

 IN Studio  

 ON Location (Briefly outline) 

 

 

 

 

Final format of the video  

(Please tick) 

 

 Web (MP4)  

 DVD Video  

 

Expected Date of Delivery: 
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VIDEO  AUDIO Estimated Running 

Time(in seconds) 

Rough sketch of the shot. Stick figures acceptable, 

Powerpoint slides etc. 

Narration, voiceover script, dialogue, sound effects, music, 

etc. 

 

 

- Graphics/Animation description (if any) 

 

 

 

X secs 

 

 

- Graphics/Animation description (if any) 

-  

 

 

X secs 

 

 

 

- Graphics/Animation description (if any) 

-  

 X secs 

 

 

 

- Graphics/Animation description (if any) 

 

 

 

X secs 

 

 

 

- Graphics/Animation description (if any) 

 

 

 

X secs 

 

 

 

 

TOTAL TIME 

 

 

 X secs 

[X mins] 
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