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1. Introduction to the ClickView Library Manager

The ClickView Library Manager software allows the ClickView administrator to remotely manage the 
ClickView Library Server, edit the data in ClickView, add content and resources to ClickView and control 
access to material.

The contents of your ClickView software are housed on the ClickView Library Server. The ClickView  
Library Manager is the content management system that we use to remotely manage and add the files. 

The ClickView Library Manager software usually sits on the desktop of the person who is responsible 
for ClickView within your school, typically your AV staff and library staff. It can be available on multiple 
computers, but is best kept to a minimum to avoid confusion amongst staff.

All the changes made to ClickView Library Manager are reflected in the ClickView Player.

This training manual will focus on how to use the ClickView Library Manager.

 A
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2. Editing the metadata

Metadata is the information pertaining to a specific 
video, including title, series, chapter names, duration, 
producer, etc. 
Adding keywords to a video description or using the 
tag feature allows you to search for that video using 
those keywords and can help to build up more accurate 
search results for your students and teachers.

1. Open ClickView Library Manager
2. Select the video you would like to edit
3. Double click on the text you would like to edit, and a 
pop up box with the text will appear
4. Add your text changes to the information and click  
     ‘OK’

Pop up box appears                
allowing you to edit the 

metadata instantly
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3. Password protecting a video

ClickView allows you to password protect videos to 
restrict user access to some videos. 

Password protection still enables students to see the 
videos exist, however, they won’t be able to play the 
video without the password.

1. Open ClickView Library Manager
2. Select the video you would like to edit
3. Check the box ‘Password protect?’ 
4. Type in the password for that video

Removing passwords: To remove password protection from 
a video, simply uncheck the box ‘Password protect?’

Changing passwords: To change a password, simply follow 
steps 1-4 and change the password in the field.

Further restrictions to content can be made using our security add-on ClickView Access Manager. It uses an existing LDAP user account management system to restrict  
access to content based on user priviledges and is ideal for schools running a primary and secondary library on the same server.

 A
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4. Watching a password protected video

Anyone with the password to the protected video can 
access that video using ClickView Player.

1. Open ClickView Player
2. Select the video you wish to watch that is password  
     protected

The chapter area will display a message that this video 
is password protected and you will be asked to enter 
your password into the box.
 
If the password is correct, you will then be able to view 
the video.
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5. Adding resources to ClickView

Most videos in the ClickView Digital Video Library come 
with resources and worksheets for students and  
teachers. Teachers can also add their own worksheets 
or lesson plans to ClickView and customise the  
learning experience in their school. Word documents, 
PDFs, Excel spreadsheets and PowerPoint   
presentations can all be added as resources to a  
corresponding ClickView video.

1. Open ClickView Library Manager
2. Select the video to which you want to add    
     the resource
3. Select the ‘Resource Title’ column header on the right       
     hand side
4. Select the ‘Add’ button and a pop up box  will appear
5. Select the file destination of the file you wish to add,  
     select the file and click ‘Open’

     The resource will now be associated with that video,      
     and will be able to be viewed by anyone who opens        
     that video in ClickView Player.

3. Select ‘Add”

2. Select the resource 
title 

1. Select the video 
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6. Creating folders

Using the ClickView Library Manager software you can 
customise the layout of your subjects or KLA’s in  
ClickView. You can use the following steps to create 
folders or sub-folders for your school’s subjects.

1. Open ClickView Library Manager
2. Select the folder you wish to create a sub folder in
3. Right click the subject folder and select ‘New Folder’
     A new folder will appear under that subject
4. Type in a name for the folder and hit ‘Enter’

This folder will now appear anytime someone opens  
the ClickView Player, and is available for you to  
customise the content in this folder.
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7. Moving items and folders

With the ClickView Library Manager you are able to 
move videos and relocate them in different subject  
folders. These subject folders can also be changed or 
relocated to suit the subjects taught at your school.

1. Open the ClickView Library Manager
2. Select the folder or video you wish to relocate
3. Right click that folder or video and select ‘Move’
4. Select the destination folder in the pop up box and   
     click ‘OK’
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8. Create a duplicate video

Creating a duplicate video allows you to store a video in more than one folder. This is useful when you have videos relevant to multiple subject areas.
NB: When you duplicate a video, extra storage space will be taken by the duplicate video.

1. Open the ClickView Library Manager
2. Select the video you wish to duplicate
3. Right click that video and select ‘Duplicate’
4. Select the new folder location you wish the duplicate video to be saved
     The video will then appear in the existing location AND the new selected location.
NB: By default some ClickView videos are already duplicated across both the Primary and Secondary Libraries.

Select the new folder 
location for the duplicate 

video
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9. Merging folders

If you wish to combine two subject folders together, 
right click on one folder and select ‘Move’. You can then 
merge them by ticking the box ‘Merge subject folder 
contents’ when selecting the destination folder. This 
will combine the two folders into one and remove any 
embedded duplicate folders.
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10. Receiving your DVD update and installing the videos

When you receive your DVD Update with new videos for your ClickView Digital Video Library, you will need to install them into the ClickView Library Server. 
Insert the DVD and run the installer. The installer will attempt to connect to ClickView website to verify your licence key. 

If you have a proxy server you will need to enter your proxy settings in ClickView Library Server.  To enter the proxy settings, open the ClickView Library 
Server and go to ‘Tools’ and ‘Options’, then enter your proxy information.

Further information on installing the DVD update can be found in Knowledgebase article 166 on our website www.clickview.com.au/support

Once the installer has run and the videos are installed, they will  
appear in their own folder titled “ClickView Digital Video Library” with 
the Term and Year. After teachers have seen the new content   
available to them, you can move the videos into their relevant subject 
folders.

Note: ClickView recommends installing the DVD Term Updates 
through the ClickView Library Server as this can avoid unnecessary 
complications, however, if this is not possible the installation can 
take place from a ClickView Manager computer.
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11. Deleting folders

Once you have customised the layout of your ClickView 
Digital Video Library, you may want to remove some 
empty folders.

1. Open the ClickView Library Manager
2. Select the folder you wish to remove
3. Right click that folder and select ‘Delete’

The folder will be removed. This folder will no longer 
appear in the ClickView Player or the ClickView Library 
Manager

NB: You will lose any content that you do not relocate 
when you remove the folder. 
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12. Lesson Manager 

Lesson Manager allows you to create lesson folders, edit existing lessons, change the password of existing lessons, move and remove lessons.
 
a. Create a folder
You can create folders and sub folders for the lessons that teachers in the school create using ClickView Library Manager. This allows you to clearly  
manage the lessons in the ClickView Player.

1. Open the ClickView Library Manager
2. Select ‘Tools’ and select ‘Lesson Manager’. The ClickView Lesson Manager window opens
3. Select the item and select ‘Add Folder’ if you want to add a new subject folder or ‘Add Lesson’ if you want to add lessons

Click the ‘Add Folder’ 
button

1

3

2
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b. Edit existing lessons/ Change a lesson password
This feature is useful if a teacher has forgotten the password to their lesson and cannot edit it themselves.

1. Open Lesson Manager by following the instructions in (a)
2. Select the lesson you wish to edit
3. Select the ‘Edit’ button
      The lesson will open and you will be able to change the information in the lesson or reassign the password so that the teacher may access the video   
      themselves through ClickView Player and edit it according to their needs.
      Alternatively, you can edit the lesson in ClickView Library Manager.

Click the ‘Edit’ button

 A
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c. Remove a lesson

This feature is used if a teacher wants to delete a lesson altogether.

1. Open Lesson Manager by following the instructions in (a)
2. Select the lesson you wish to remove
3. Select the ‘Remove’ button
     A pop-up window will appear asking you to confirm that you wish to remove the lesson
4. Select ‘OK’ to remove the lesson
     The lesson will no longer appear in ClickView Player or ClickView Library Manager.

Remove

d. Move a lesson

This feature is used if you wish to move a lesson from one location to  
another in the ‘Lessons’ folder.

1. Open Lesson Manager by following the instructions in (a)
2. Select the lesson you wish to move
3. Select the ‘Move’ button
4. Select the new destination folder
     The lesson will now be relocated and accessible by ClickView Player.

Move
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13. The Usage Report
You can monitor the total usage of ClickView in your school by using the Usage Report in your ClickView Library Manager. This will show you the usage 
of all users on the network by default. It shows you how many videos are being used in your school and can give more specific information on use eg: 
which chapters are being used, how many audio files are being used, and what video was last accessed. Using the start and end date filters you can 
adjust your data to display according to the period for which you would like the report.

1. Open the ClickView Library Manager
2. Select ‘Tools’ and select ‘Usage Report’
     The Usage Report will open showing you usage ‘By All Users’ by default. 
     You can also see the usage based on a specific library object by selecting the ‘By Library Object’ tab in the Usage Monitor.  You can export this list into  
     an Excel document by clicking the ‘Export’ button
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14. Finding a video

By using the ‘Search’ function in the ClickView Library Manager, you can find videos and resources in ClickView, similar to the ‘Search’ function in ClickView 
Player.

1. Open the ClickView Library Manager
2. Select ‘Tools’ and select ‘Find’
     The ‘Search’ window opens.
3. Type in your search term and hit enter and a list of videos in which the search term appears will be made available to you.

You can edit the metadata for the videos that come up in the search results by adding in keywords or changing descriptions in the ‘Search’ window or if 
you double click the video it will take you to the ClickView Library Manager interface where you can edit the video as explained in ‘Editing the Metadata’ on 
page 4.

1

2
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Media Store/ClickView Exchange content

free-to-air television			 

Foxtel or satellite TV

your old VHS tapes

Word docs, worksheets and PDFs for class resources

photos and images

podcasts

learning objects

other digital files (avi, mpeg etc)

You can add:

1

PART B: ADDING CONTENT TO CLICKVIEW

1
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1. The ClickView Digital Video Recorder 

The ClickView Digital Video Recorder (DVR) allows you to record free to air television directly into ClickView. By installing a ClickView supported 
‘capture card’ you are able to record either digital or analogue free to air content directly from an aerial into the Library Server. 
‘Capture cards’ are a piece of hardware, which, when installed into your computer and connected to an aerial, can record free-to-air television.

NB: ClickView staff will recommend which capture card your school will need based on your capturing requirements. Your IT department will 
need to set up your capture cards and tune the channels in the ClickView DVR prior to use.

For installation instructions for your Hauppauge capture card, please see our Knowledgebase articles. If you require any further 
assistance in setting up your capture card, please contact ClickView support.

Hauppauge HVR 1700	 www.clickview.com.au/support/?kb=207

Setting up a codec:
You will also need to install a codec to convert and import videos into the ClickView Library. More information and results of our extensive 	
testing can be found at: www.clickview.com.au/support/?kb=89

Minimum system requirements for using DVR: 
Due to the system intensive nature of video editing and recording ClickView requires you to meet the minimum system requirements in order to 
be able to guarantee the full functionality of the ClickView Digital Video Recorder.  You can find the system requirements at:
www.clickview.com.au/support/system_requirements.php
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2. Opening the Digital Video Recorder

	 1. Open the ClickView Library Manager
	 2. Select ‘Tools’ and select ‘ClickView Digital Video Recorder’
	 3.  Select the target folder for your recordings or make sure you add a new folder to hold the recordings prior to opening the ClickView Digital Video 	
	       Library.  The ClickView Digital Video Recorder will open.
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The time, date and channel 
that you have recorded will 
display in the ‘Edit’ window

1

The recording time that the 
ClickView DVR has been 

recording for will appear in the 
playback window.

3. Recording free-to-air television manually

The simplest way to record a television program on free-to-air television is by using the manual recording method on the ClickView DVR.

		  1. Open the ClickView DVR
		  2. Select the ‘Start’ button in ‘Step 1 - Record of the ClickView DVR’
		  3. Select the ‘Stop’ button in ‘Step 1 - Record when you have finished recording’

2

4
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4. Recording for a set duration

This function is useful when you can’t be there to manually end the recording.

	 	 1. Open the ClickView DVR
		  2. Type in the length of time you wish to record for in the ‘Set Duration Recording’ fields in ‘Step 1 - Record’ 
		  3. Select the ‘Start’ button 
		       At the end of the selected duration of recording the ClickView DVR will stop recording and will write the file to the ‘Edit’ section.

3

Completed recordings will 
appear here ready for 

Editing

“Part C: Editing content in 
ClickView” further explains 
on the steps how to edit the 
content and add it to your 
ClickView Library.
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5. Scheduling a recording

This feature is useful to schedule a recording for outside school hours, on weekends or school holidays, or just to ensure that you don’t miss 
any recordings. You can schedule recordings ahead of time and you can also schedule multiple items as long as they do not overlap.

NB: There are many different capture cards available depending on the type of signal you receive (analogue/digital) and the number of 	
channels that can be recorded simultaneously. Most capture cards will record one channel at a time; some have dual recording capabilities.
Please visit www.clickview.com.au/support for more information.

		  1. Open the ClickView DVR
		  2. Select ‘Add New Schedule Item’ in Step 1- Record 
		  3. Select the date and time you wish to schedule the recording
		  4. Select the Source (Composite = for Foxtel, DVD or VHS machines, Analogue = free-to-air analogue TV, 					   
		       Digital = free to air digital TV)
		  5. Select the channel
		  6. Select ‘OK’
		       The item is then added to the ‘Scheduled Recordings’ field in the ClickView DVR.

 B
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6. Scheduling multiple recordings

If you have multiple tuners installed in your computer you may want to schedule multiple recordings at the same or different times. 
		
		  1.	 Open the ClickView DVR
		  2.	 Select the Tuner which you wish to use for capturing then follow the same steps for scheduling recordings on each tuner.  B
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Each television channel can be 
accessed and recordings scheduled 

by selecting the alternate tabs
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7. Removing a scheduled recording

Once you have scheduled recordings, it is very simple to remove them if you change your mind.

	 	 1. Open the ClickView DVR
		  2. Select the item you wish to remove in the scheduled recording field in ‘Step 1 - Record’ 
		  3. Right click the item and select ‘Remove scheduled item’
		

		

 B

1
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8. ClickView Exchange

ClickView Exchange allows you to share digitally recorded free-to-air video with other ClickView schools - simply and securely - all from within 
the ClickView interface. 

ClickView Exchange is accessed through ClickView Library Manager. The ClickView Exchange Manager allows you to browse, search, upload and 
download video content.  B

Using ClickView Exchange

1. Ensure that your computer’s ClickView Library Manager can connect successfully with the 	      	
     ClickView Library Server. This is essential as the ClickView Exchange will utilise the ClickView   		
     Library’s configuration to communicate with the ClickView Library Server. 
2. Ask your school network administrator to configure your internet gateway firewall to permit 		
     outgoing TCP/IP connections through Port 9054. 
3. Open the ClickView Exchange by opening the ClickView Library Manager, clicking on ‘Tools’ and     		
     choosing ‘ClickView Exchange’. 

4. In order to browse, search, download, and 
upload video content, you’ll need to log-in by 
entering the supplied username, password, and 
IP address of the ClickView Exchange Server.

NB: Please contact ClickView customer service 
for your username and password.

9
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Once successfully logged-in to the ClickView Exchange, you’ll be greeted with the following interface offering 3 panels of functionality located 
on the left-hand side of the screen: search the ClickView Exchange, browse the ClickView Exchange and contribute to the ClickView Exchange. 

 B
9. Searching the ClickView Exchange

The contents of the ClickView Exchange Server can be quickly searched using the ‘Search the ClickView Exchange’ panel. Simply enter the 
required search keywords into the search field and press ‘Search’.

10
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‘Browse’: to see videos other 
schools have contributed to the 

ClickView Exchange

‘Contribute’: to add content to 
the ClickView Exchange for other 

schools to access
‘Transfers’: uploads & 

downloads currently processing
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10. Downloading a video from the ClickView Exchange

1. Select a subject category from the ‘Browse the ClickView Exchange’ panel.
     The available videos will be displayed on the RHS.
2. Select the video you wish to download onto your own ClickView Library Server.
3. Double click the video.
4. Create a folder on your desktop where you wish to temporarily store the downloaded ClickView video file.  
5. Then press ‘Save’. The video will begin downloading.

NOTE: The video download process can be paused by clicking the ‘Pause’ button on the transfers window.

 B
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3

4
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11. Importing a downloaded video into your ClickView Library
 
1. Once the video download process is complete, the download button will change to an import button.  Click ‘import’ and you will be prompted    	
     to choose the folder you wish the video to be saved in.
2. Browse to the folder where you saved the download to and Click ‘open’. The file will start to import into the ClickView Library folder you 		
     selected. 
3. Once complete, the video is stored in the ClickView Library and is ready for viewing.

 
 
 
 

 B
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12. Uploading a video to the ClickView Exchange		

To share a broadcast-recorded video, a video must be first uploaded onto the ClickView Exchange Server before it is available to other schools 
for download. 
1. Expand the ‘Contribute to the ClickView Exchange’ panel by clicking the header-bar located on the left-hand side of the interface
     The subject categories located within your school’s ClickView Library will be visible 
2. Select the category which contains the video which you’d like to contribute to the ClickView Exchange
3. Locate and double-click the video intended for upload from the selected subject category
4. Follow the prompts to enter extra information to assist ClickView Exchange users who wish to obtain the broadcast source of each video
5. Select the ClickView Exchange subject category or categories under which you’d like to store the contributed video
6. Press ‘OK’ to begin the upload process.

 B
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3

4

5

6
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The video will then be extracted from your school’s ClickView Library Server and packaged (video files + resources + cover image + video).  

 B

1

Your upload 
progress is tracked 

here

14

     ClickView Library Manager Training Manual     ClickView Library Manager Training Manual



 B

13. Removing videos from ClickView Exchange

You are able to remove any videos which you’ve contributed to the ClickView Exchange.
1. Right-click on the video 
2. Select ‘Remove from the ClickView Exchange’. 

NOTE: A user will be permitted only to remove video which they contributed to the ClickView Exchange themselves. 

1

2

3
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ClickView Exchange Search

Every teacher with internet access can search for videos on the 
ClickView Exchange by using the following website:  
exchange.clickview.com.au. Videos can be searched by either 
subject category or by searching keywords in the search bar. 
Once a video has been located, teachers can send a request from 
this site to their school’s ClickView administrator requesting  
this video is added to their ClickView Library Server. 
 
14. Using ClickView Exchange Search website

1. Search for videos by keyword or using the ‘Browse by subject’ 	
     feature. 
2. Select the desired video from results. 
3. Click on the ‘Request’ button next to the video to open the 		
     ‘Download Video Request’ pop up.
4. Fill out your name, email and your school’s ClickView 
     administrators’ email in the blank fields.
5. Click send to email your ClickView administrator the video 		
     details. 
 
 
The ClickView administrator will receive requests via email 
from your staff, and then be able to download the video into the 
ClickView Library Server. Follow the steps in 11 on how to do this. 

Search bar

Video subject 
categories

Search results

Request button

Number of pages in 
search results
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15. 	 ClickView Media Store

ClickView Media Store enables ClickView schools in Australia to 
purchase digital videos for their ClickView library on a title-by-title 
basis from a variety of educational producers. These individual 
videos are downloaded from the Media Store and added directly 
to your ClickView library, instantly available to use by teachers 
and students.
 
The ClickView Media Store is accessed directly from the ClickView 
Library Manager.
 
Using ClickView Media Store
 
1. Ensure that your computer’s ClickView Library Manager can 
     connect successfully with the ClickView Library Server. 
2. Open the ClickView Media Store by clicking on ‘Tools’ and 
     choosing ‘ClickView Media Store’.
3. If you wish to purchase digital content, enter your username 
     and password and click ‘Sign in’ to continue. If you do not 
     have a username or password, you can request access from 
     this screen by clicking on ‘Get an account’. 

NB: If you are not eligible for a ClickView Media Store account, or 
just wish to browse without purchasing, then click ‘Browse the 
store’ and you will be directed to  
http://mediastore.clickview.com.au/

17
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Video download 
controls

Preview button

Download bar

Sign-in window

Number of pages in 
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Video search 
categories

Search results
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4. After clicking ‘Sign-in’, select the folder you wish to store the downloaded videos in, and click OK.
5. The ClickView Media Store will load in a new window and you now have the ability to browse, search and download videos.

16. Searching the ClickView Media Store

Searching videos within the ClickView Media Store can be done by entering the desired keywords into the search box, and clicking ‘GO’.
NB: Teachers can search the Media Store and request titles using the online search at 
http://mediastore.clickview.com.au

 
17. Downloading a video from the ClickView Media Store

1. Select your video by clicking on it.
2. Click the ‘Purchase’ button down the bottom right hand corner.
3. If you have a Purchase Order, enter it in the textbox below. Click ‘Yes’ to start the download, or ‘No’ to cancel.
4. Once you have clicked ‘Yes’, the video will begin downloading and you can monitor its progress on the  Downloads tab that appears below. You 
can minimise this tab at anytime by clicking on the grey ‘Downloads’ header. You can also Pause the download by clicking Pause.

18
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18. 	 Adding an existing recording in another digital format

You can add an existing recording to ClickView using the Digital Video Recorder software. This is a great resource for teachers who film 			
school excursions, school events, and other relevant footage as it can be added to ClickView and utilised in the classroom.

Supported file formats include: .avi, .mpeg,  some .wmv and only unencrypted .dvr-ms 

	

	

		

	 NB: It is recommended to perform the capturing of 	
	 DVD’s into ClickView via the composite of DVR

	 1. Open the ClickView Library Manager
	 2. Select the folder you wish to add the digital file to
	 3. Right click the folder 
	 4. Select ‘Add Video using the Digital Video Recorder’
	       The Digital Video Recorder will open.

19
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			   5. Select anywhere in ‘Step 2 – Edit’ and right click
			   6. Select ‘Add an Existing Digital Recording’

20
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7. Browse and select the location for where the digital    	
    file is stored on the computer or on the network.
    By default, your computer will look for AVI files, so 	
    you will need to change the file type in the Browse 	
    window.
8. Select the ‘Common Video Formats’ item
9. Select your video
10. Select ‘Open’ and your video will appear in 
       ‘Step 2 – Edit’ of the Digital Video Recorder
			 
You can now edit the program in the DVR. Please see 
“Part C - Editing content to add to ClickView” for further 
instructions.

21

     ClickView Library Manager Training Manual     ClickView Library Manager Training Manual



 B

19. 	 The Podcast Download Manager

ClickView is able to store podcasts in the library for use by students and teachers. 
The Podcast Download Manager  downloads files to your ClickView Library Server and stores them locally. Alternatively, 
Podcast Manager (following chapter) streams the content live from the internet and allows you to avoid violating 	
specific licensing restrictions pertaining to the specific podcast. 

								      
								      

1. Open the ClickView Library Manager
2. Select ‘Tools’
3. Select the ‘Podcast Download Manager’ from the menu								              
The Podcast Download Manager will open.
4. Locate the URL for the podcast (this is available from the website of the podcast you would like to download)

1

2
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			   6. Paste the podcast link into the URL box at the top of the ClickView Podcast Download Manager
			   7. Select ‘Add channel’
			        The podcast will now appear in your Channel List in the ClickView Podcast Download Manager
			   8. Select the podcast in the channel list and a list of the available episodes will appear in the ‘Available Episodes’ window
			   9. Double-click the episode you wish to download into ClickView.
			         The item will appear as ’Queued’ in the status bar.

4.URL box - 
paste podcast 

link here

5. Add Channel 
button

8. Download status 
bar

7. Available 
episodes appear 

here. Double-click 
an episode to 

download

3

6. Link appears in channel 
list. Double-click for 
available episodes
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Currently 
transferring

Transfer 
complete

To view the status of the download, select the Download Management tab and you will see what is queued for 
transfer, what is currently being transferred, and what has completed transfer into the ClickView Library.

9
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Once your items have completed their transfer, you can select the ‘Podcast Management’ tab to transfer them into the ClickView Library Server 
at your school.				  
			   10. Select the ‘Podcast Management’ tab
			   11. Select the podcast in the ‘Downloaded Episodes’ window
			   12. Select the episodes you wish to import into your ClickView Library Server
			   13. Select the destination folder in the ClickView Library Server window on the right hand side
			   14. Select ‘Import’.
			           The podcast will now appear in the designated folder in the ClickView Library Manager and in ClickView Player.

NB: There are podcast channels available at www.clickview.com.au/podcasts

10

Select episodes 
for import

11

13

Select 
destination

12
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20. 	 Adding an image

You can enter a selection of images to ClickView to support your learning materials, for example: photographs from 
school excursions.
			 
1. Open the ClickView Library Manager
2. Right click the destination folder that you wish to add the images to 
3. Select ‘New Image Collection’

			 

4. Enter the metadata regarding the image collection in the pop up window
     The image collection will appear at the bottom of the collection of videos for the specified folder and will have the 	
     ‘image’ icon to differentiate it.
5. Select the ‘Add’ button in the middle of the ClickView Library Manager to add the images to the folder
6. Select the location of the images and select the photos you wish to add
7. Select ‘Add’. 

26
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21. 	 Adding a worksheet

This is useful if teachers would like to add their own customised worksheets to ClickView. Word documents, PDF’s, PowerPoint presentations, 
Excel spreadsheets and any other documents can be added to ClickView as a resource.

	 1. Open the ClickView Library Manager
	 2. Select the video you wish to add the worksheet to
	 3. Select the Resources window on the right hand side of ClickView Library Manager
	 4. Select ‘Add’ and choose the worksheet from the location on your desktop or network.
	      This worksheet will now appear in the resources tab in the ClickView Player when anyone opens that video.

22. 	 Adding the Learning Objects
	

			 
	 1. Open the ClickView Library Manager
	 2. Select ‘Tools’ 
	 3. Select ‘Learning Object Manager’
	 4. Select the Learning Objects you wish to import into the ClickView Library Server from the list in the ‘Learning Objects’ window.  
	      You can search a locally cached list of files available on the LORAX Proxy for Learning Objects using the ‘Search’ tab.
	 5. Select the destination folder in the ClickView Library Server’ on the right
	 6. Select ‘Import’
	 TIP: To import multiple Learning Objects, select the first Learning Object and hold down the CTRL key and select the last Learning Object and all 		
	          the Learning Objects in between will be highlighted.

Learning Objects are interactive multimedia resources and are created by the Le@rning Federation as a free resource for 
educators. The Le@rning Federation makes and licenses digital learning materials to support teaching and learning. These 
materials are available free of charge to all Australian and New Zealand schools and are copyright exempt for schools. 
ClickView connects (through the Learning Object Manager) to the Learning Federation, so schools can access this 	
content through ClickView.
Contact your Peak body for access to the Learning Objects before adding to ClickView.

27
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23. 	 Connecting to the ClickView Learning Objects (LORAX) Server

Once you have subscribed to the Learning Federation, ClickView can provide direct access to the LORAX server which hosts the Learning 	
Federation’s content.

              1. Open the Learning Objects Manager			   2. Enter the server address lorax.clickview.com.au and click the green 			
									              arrow to connect

3.   Once connected the Learning Object manager will automatically download a list of all available Learning Objects.

28
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4. Once downloads have completed, select the Learning Objects you wish to import into the ClickView Library Server. You can either 
download individual Learning Objects or a whole Learning Object category.

5. Select the destination folder in the ClickView Library Server on the right and select ‘Import’. 

Once imported the Learning Objects will change from red to green to indicate that they have successfully imported.

For more information on LORAX and the Learning Objects, see Knowledgebase article 75 at www.clickview.com.au/support

29
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The Download tab will show you the progress of 
the Learning Object.

To download a whole Learning Objects category, 
simply drag and drop the Learning Object 
category into a ClickView category on the 
Overview tab. This will download all the Learning 
Objects in the category.

Any new updates from the Le@rning Federation 
can be added by dragging the category again. 
Learning Objects already in the Library will not 
be imported again.



 B

Opening Learning Objects in ClickView Player

Any PC or Mac in the school that is running ClickView Player will be able to open the Learning Objects that you have just added to your 
ClickView Library Server. Simply select the orange button in the centre of the ClickView Player window or right click on the Learning 
Object and select ‘Open Learning Object’.
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PART C: EDITING CONTENT IN CLICKVIEW

1

insert chapter breaks

add metadata and program info

remove advertisements

create video snapshots

export digital files out of ClickView

Once you have recorded content, you can edit it before adding to your ClickView Library 
Server. When you edit your recording you can remove advertisements, insert chapter 
breaks and metadata.
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1. Complete overview to basic editing
The following is a complete overview to editing a recording to add to ClickView:

  1. Open the ClickView Digital Video Recorder (DVR)
  2. Select the recording you wish to edit from ‘Step 2 – Edit’ in the ClickView DVR
  3. Click the ‘Edit Recording’ button. The ClickView Video Editor will open:

Insert the title of your 
recording here Information on the 

video chapter details 
will appear here

Playback window to 
view your recording

Video and Chapter 
Progress bars allows 
you to move through 
the video at a more 

accurate pace

The markers allow you 
to move through the 
chapter to wherever 

you would like to insert 
a chapter break

The position of the 
marker indicates where 
you would like to insert 

a chapter break, and 
then you select ‘Insert 

a Chapter Break’ to do it
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  4. Move the progress bars on the left hand side of the ClickView Video Editor to the desired positions to insert chapter breaks. 
  E.g.: to remove advertisements, position chapter breaks at the beginning and end of the ad breaks
  NB: Ideally, chapters should not be longer than 5 minutes each
  5. Use the ‘Insert Chapter break button’ to create the breaks at each point desired
  The chapters will appear in the ‘Video Chapter Details’ window
  6. Untick the chapters that you don’t want to keep; the remaining chapters will form your video
  7. Select the text box at the top of the ClickView Video Editor and insert a title for your recording.
  8. Select ‘OK’ when finished. Your edited recording will then appear in ‘Step 3 – Add to Library’ in the ClickView DVR

Insert the title of your 
recording here

Information on the 
video chapter details 

will appear here

3

Test recording
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To add the recording to your ClickView Library Server

1. Select the recording from ‘Step 3 – Add to Library’ in the ClickView DVR
2. Select the ‘Add to the Library’ button

If you would like to add all videos that you have edited, simply tick the box that says ‘Add all videos’

NB: It is advisable to add all videos to the Library after school hours so it does not interrupt the school network whilst in full use. It takes up a lot 
of system resources when transcoding and will slow your computer down during the day.

1
2

4

Test recording
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2. Chapter placement

Inserting chapters in your recordings is a useful tool in marking the change in topic or subject or for removing ad breaks. 

  1. Open the ClickView Digital Video Recorder
  2. Select the video from ‘Step 2 – Edit’
  3. Select ‘Edit’ button and the ClickView Video Editor will open
  4. Move the Video progress bars along the video to select the positions you would like to insert chapters

  5. Click ‘Insert Chapter break’ at each point desired 
  6. A red line will appear on the blue progress bar at each point where there is a chapter break inserted and the chapter names   
       and durations will appear on the right hand side of the window.
  7. Untick the chapters that you wish to remove 
  8. Type in a title for the video and select ‘OK’ to save your recording with your edits
       Your edited recording will then appear in ‘Step 3 – Add to Library’ in the ClickView DVR.

When you reach the 
desired position to 
insert the chapter 

break, simply click this 
button

Video and Chapter 
Progress bars allow 

you to move through 
the video at a more 

accurate pace

The position and 
duration indicate the 
timing points in the 

recording

This field allows you to move through the recording at intervals of the selected 
number of seconds. You can increase or decrease these intervals by using the 

plus and minus buttons
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3. Creating chapters automatically

To insert chapter breaks into recordings without advertisements, you can use the auto-chapterising feature in the ClickView Video Editor.  
 
  1. Open the ClickView Digital Video Recorder
  2. Select the video from ‘Step 2 – Edit’
  3. Select ‘Edit’ button and the ClickView Video Editor will open
  4. Select the text box on the bottom right hand side of the ClickView Video Editor

1
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  5. Change the length of the chapter if necessary. (ClickView recommends 5 minutes or less)
  6. Select ‘Auto Segment Info’ and the recording is automatically chapterised at your selected times.
  7. Enter a title for your recording and select ‘OK’
      
      Your edited recording will then appear in ‘Step 3 – Add to Library’ in the ClickView DVR

2

4

7

2. Auto-chapter 
segments appear here

3. Type in name for video 
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4. Merging chapters

If you make a mistake whilst editing and need to merge chapters back together that you have created, this is possible whilst the
recording is still in the ClickView Video Editor. Once your recording has been added to the ClickView Library, you will be unable to merge   
chapters again.
 
 1. Select the chapters you wish to merge in the ClickView Video Editor
 2. Click on the first chapter you wish to merge
 3. Hold the ‘CTRL’ key on your keyboard and select the last chapter in the sequence that you wish to merge
 4. Click on the ‘Merge Chapters’ button on the bottom right hand side and the chapters will all now appear as one chapter.

NB: it is not possible to merge chapters that are not adjacent.
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5. Editing the length of programs 

If your recording is longer than the length of the actual program you want to edit, you can remove the beginning and end of the recording   
to keep the relevant part. 

   1. Open the ClickView Digital Video Recorder
   2. Select the video from ‘Step 2 – Edit’
   3. Select ‘Edit’ button and the ClickView Video Editor will open
   4. Move the Video progress bar along the beginning of the actual part of the recording you wish to keep 
   
   

2
1

3

4
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   5. Select ‘Insert a Chapter Break’
   6. Move the Video progress bar along the end of the actual part of the recording you wish to keep 
   7. Select ‘Insert a Chapter Break’
   8. Un-check Chapter 1 and Chapter 3 on the RHS in the Video Chapter Details 
   9. Select the remaining chapter and right click and select Auto Segment Chapter
   10. Select the time to auto segment the chapters by (NB: ideally less than 5 mins)
           The remaining segment will then be chapterised into smaller chapters.

Smaller chapters now 
appear in the Video Chapter 
details area and the chapter 
markers also appear on the 

left hand side

5

6
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6.  Deleting original recordings 

If you have finished adding all your recordings to your ClickView Library but you still have some master recordings in the ‘Step 2 – Edit’   
that you no longer wish to keep, then it is advisable to remove them as they take up hard drive space. 

   1. Select the recording in the Digital Video Editor in the ‘Step 2 – Edit’ section
   2. Right-click the video
   3. Select ‘Delete’ to remove the file or ‘Save Video As’ if you wish to keep a master copy available for another time

   
   Select ‘Yes’ when prompted if you definitely wish to remove the file. This option cannot be undone.
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7.  Adding edited recordings to your library 

Once you have finished editing for the day, you will need to add your recordings to your ClickView Library.
There are 2 ways you can do this:

   1. Add a selected video one at a time by selecting the video and then selecting ‘Add selected video’
   OR
   2. Add all videos at once in ‘Step 3 – Add to Library’ by selecting ‘Add selected video’

   Once the videos have been added to the Library, you will be able to edit the metadata, add worksheets     
   and reposition the video location(refer to Part B of the training manual).
 
NB: The original version of the video with your edits will stay in ‘Step 2 - Edit’ until you manually delete it. See “Part C - Deleting original recordings’ 
for instructions.

12
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8.  Exporting videos out of ClickView

You are able to export any videos from ClickView that you have added yourself. Due to Copyright, you are not able to extract any of the digital 
video libraries that you subscribe to through ClickView.

To extract a video:

   1. Select the video in the ClickView Library Manager
   2. Right click the video
   3. Select the “Extract Video from ClickView Library Server” button
   4. Select what type of files you wish to save (if you want it in CLK format or a general digital format)
   5. Choose your target location to save the file
   6. Select Save

  Don’t worry. ClickView will detect if it’s one of the videos from the ClickView Digital Video Libraries and will not give you the  
  option to extract the video.
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Further Library Manager Resources:

Further resources that will assist you with your use of ClickView can be found on our website www.clickview.com.au/support

Our Knowledgebase articles have a wealth of information on any problems you may have. You can also use our online tutorials to see   
how to do a task in action. The following links answer some of our more popular questions:

LIBRARY MANAGER 
Move or merge folders in the ClickView Library Server
http://www.clickview.com.au/support/?kb=165

Removing an entire folder of videos from the ClickView Library Server
http://www.clickview.com.au/support/?kb=136

Searching the ClickView Library using ClickView Library Server
http://www.clickview.com.au/support/?kb=133

Adding image collections to the ClickView Library Server
http://www.clickview.com.au/support/?kb=84

Extracting a video from the ClickView Library Server and burning it to DVD
http://www.clickview.com.au/support/?kb=91

DIGITAL VIDEO RECORDER (DVR)
ClickView Digital Video Recorder tutorial
www.clickview.com.au/support/?kb=35

Auto-Segment an existing chapter within the ClickView Video Editor
www.clickview.com.au/support/?kb=138

24-7
ClickView 24-7 Manager tutorial
www.clickview.com.au/support/?kb=161

ClickView 24-7 USER GUIDE 
http://www.clickview.com.au/247/help/

PODCASTING
How to use the Podcast Download Manager
http://www.clickview.com.au/support/?kb=109

EXCHANGE
ClickView Exchange
http://www.clickview.com.au/support/?kb=82

SCHOOL BAG
Using School bag 
http://www.clickview.com.au/support/e_using_schoolbag.php

Opening the School Bag at home
http://www.clickview.com.au/support/e_open_school_bag.php
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PART D: CLICKVIEW WIRELESS AND CLICKVIEW HOME
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1. Introduction to ClickView Wireless and ClickView Home

ClickView Wireless enables your ClickView videos to be delivered in a wireless format (WiFi) across the school network. Video is delivered via a web 
browser and accessed independently of the ClickView Player, so even if the ClickView Player is not installed, you can still watch your ClickView videos 
from any device connected via WiFi to your local network.

ClickView Home is an add-on product to the ClickView Library Server that operates as an online service allowing you to view your ClickView library videos 
from anywhere that has the internet. ClickView Home allows you to quickly embed ClickView videos within a Learning Management System,  School 
Intranet or Blog, giving you greater flexibility with your school’s ClickView library.

Generating ClickView Wireless Links

1. Click the ‘Tools’ menu and then select the 
‘ClickView Wireless’ menu item.

2. To begin creating the Wireless videos, ensure 
that the ‘Wireless Enabled’ checkbox is 
selected. 

3. You can now choose the time that you wish 
the conversion to occur and select ‘Apply’. 

NB: ClickView recommends selecting the Daily 
(6pm to 7am) Conversion schedule to avoid 
conversion during high ClickView usage times. 
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ClickView Home Manager - Video conversion controls User login

Generating ClickView Homes Links

1. Click the ‘Tools’ menu and then select the ‘ClickView Home Manager’ menu item. 
2. Login using your ClickView Home login details – please contact Customer Service if you require 

these.

NB: To setup ClickView Home, please read the ClickView Home quick start guide. If you have set up 
your ClickView Library Server to sync specific folders with ClickView Home, then you can set the 
synchronisation time in the ‘Video Sync’ tab. 

Conversion status 
details

Library videos

Library folders

Export list of links 
to Excel

Conversion 
scheduling options

User login and log 
information

Video conversion 
controls

Local Cache 
settings

Restrict ClickView 
Home web access

     ClickView Library Manager Training Manual



 D

4

Generating ClickView Wireless and ClickView 
Home URLs for individual videos.

1. Right click on a video within the ClickView 
Library Manager that doesn’t have a 
ClickView Home or ClickView Wireless Link 
generated yet

2. From the drop down menu select ‘Generate 
ClickView Wireless URL’ Or ‘Generate 
ClickView Home URL’  

3. A pop-up window will appear showing the 
selected video’s individual chapters. Click 
‘Generate’ to begin the conversion or upload 
process.

 

The conversion process will work through each 
chapter one by one.
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Generating ClickView Wireless and ClickView 
Home URLs for individual videos. (Continued)

Once the video has been converted or uploaded 
successfully, you can view the link on you 
local network by right-clicking on the video and 
selecting ‘Show ClickView Wireless URL’ or ‘Show 
ClickView Home URL’.
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Introduction to the ClickView Web 
Player

The ClickView Web Player is the interface used 
when watching a ClickView Wireless or ClickView 
Home video.

Chapters menu Video information tabVideo resources tab

Volume/MuteVideo details Full screenPlay/Pause Subtitles

Video information Resources +
Chapters

Chapter time line

Chapter navigation

     ClickView Library Manager Training Manual


	ClickView-Lib-Mgr_A_Admin.pdf
	ClickView-Lib-Mgr_B_Add-Content
	ClickView-Lib-Mgr_C_Edit-Content
	ClickView-Lib-Mgr_D_Home-Wire

