
Classrooms 
Closed? 
Follow the 
links to see 
how Echo360 
can help!

Use a previous lecture capture

Use video you have in a folder outside of Echo360

Record new content from your desktop and edit it

Present LIVE from your desktop 

Upload presentation slides

Add activity quizzes

Creating Interactive media (embedded polling)

Use the student assignment functionality 

Accessing student behavioural analytics



Use a previous lecture capture.

1. Login with your instructor credentials or access the platform via your 
Learning Management System (LMS)

2. If you are not on the Homepage, navigate there by clicking on the 
Echo360 logo at the top left-hand side.

3. Click on All Content, this is where you will see any captures that have 
occurred of your classes or videos and slides you have uploaded. 
This will also show any content shared with you by another user. 

4. Icons on the thumbnails will assist you to select between video and 
presentation

Video/Capture          Presentation

NOTE: Use search and filter options at the top of your library to easily 
locate content

5. Hover over the capture, video or presentation you wish to use, and 3 
dots will appear in the bottom right hand corner.

Publish to a classSelecting content

S

Publish a capture or video to a class from your content library and/or add a presentation to that existing class. 

Adding Content to a Class

1. Click on the dots that appear and 
choose share from the menu.

2. The locations that your institution allows 
you to share content will appear. 
Choose class.

3. Share settings pop up will appear with 
class highlighted.

4. Choose the details of course, term and 
section from the dropdown menus.

5. Choose an existing class from the 
dropdown menu OR select new class 
and complete the title details 

6. Complete the availability settings as to 
when, and for how long, you will allow 
students to access this content.

7. Click Share

Echo360 Quick Reference Card Page 1 Copyright March 2020 Echo360

¶½

&HHJXX�YMJ�RJINF�JINYTW�KWTR�^TZW�QNGWFW^

���&HHJXX�*HMT����FX�FS�NSXYWZHYTW�FSI�SF[NLFYJ�YT�^TZW�QNGWFW^�G^

HQNHPNSL�TS�YMJ�*HMT����QTLT�NS�YMJ�YTU�QJKY�MFSI�HTWSJW�

���8JFWHM�KTW�YMJ�HTSYJSY�^TZ�\TZQI�QNPJ�YT�JINY�NS��2^�(TSYJSY�


\MNHM�MFX�FQQ�YMJ�HTSYJSY�^TZ�T\S�FSI�MF[J�JINYNSL�WNLMYX�KTW�d

���(QNHP�TS�YMJ���ITYX�YT�

GWNSL�ZU�YMJ�XMTWYHZY�

RJSZ�FSI�HMTTXJ�

�*INY�2JINF�

���5QF^JW���UQF^�WJHTWINSL�FY�FS^�YNRJ��\NYM�FS^�JINYX�FUUQNJI

���9TTQ�0NY���FHHJXX�MJQU��JSYJW�XUJHNçH�YNRJHTIJ�KTW�UWJHNXJ

UQF^MJFI�UQFHJRJSY��ZSIT��WJIT��IJQJYJ�HQNU�FSI�_TTR

NS�TZY�TK�YNRJQNSJ

���9NRJQNSJ���XMT\X�YWNR�MFSIQJX��XHNXXTWX�HZY�[NIJT�

UQF^MJFI�HZWWJSY�QTHFYNTS��YNRJQNSJ�TK�WJHTWINSL��FZINT

FSI�[NIJT�HMFSSJQ�X

9MJ�RJINF�JINYTW�J]UQFNSJI

�

�

�

9MJ�RJINF�JINYTW�HTSXNXYX�TK�YMWJJ�RFNS�KZSHYNTSFQ�FWJFX�

Back to menu

Follow these links to Echo360’s HELP document 
to find a previous capture.

Click HERE for logging in

Click HERE for searching

Click HERE for content library

Click HERE to access ‘how to’ SHARE with 
students.

Click HERE to access ‘how to’ EDIT your 
capture.

https://help.echo360.com/hc/en-us/articles/360035038552-Register-Your-Account-and-Log-In
https://help.echo360.com/hc/en-us/articles/360035409471-Finding-Your-Stuff
https://help.echo360.com/hc/en-us/articles/360035039392-Your-Content-Library-Content-Home
https://echo360.box.com/s/2f2hj8898l1r9tem0k8t4v5rmv2tu2uy
https://echo360.box.com/s/1rvz43pe07jufmirq6yqw48cyztjahbb


Use video you have in a folder outside of Echo360

Uploading content

Navigating to the Home page 2. The dialogue box will allow you to select the files you 
wish to upload by drag and drop, selecting from your 
device or from a cloud storage solution.  

1. Login with your instructor credentials or access the platform 
via your Learning Management System (LMS)

2. If you are not on the Home page, navigate there by clicking 
the Echo360 logo at the top left-hand side. 

3. The Home page contains icons for all of your courses, search 
functionality and a navigation bar on the left-hand side to 
access other specific pieces of content.

1. Click on the blue Upload Content, located at the top of the left-
hand navigation bar and a new dialogue box will launch. 

Upload and manage presentations and/or videos created using other tools.     

Uploading External Media to the Personal Library 
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3. You can upload multiple files at once and you will 
see a message as soon as your file has uploaded 
and begins to process. You can then close the 
dialogue box.

4. We recommend that you save any presentations as 
pdf documents before uploading. 

Click HERE to access ‘how to’ 
UPLOAD your video.

1. Login with your instructor credentials or access the platform via your 
Learning Management System (LMS)

2. If you are not on the Homepage, navigate there by clicking on the 
Echo360 logo at the top left-hand side.

3. Click on All Content, this is where you will see any captures that have 
occurred of your classes or videos and slides you have uploaded. 
This will also show any content shared with you by another user. 

4. Icons on the thumbnails will assist you to select between video and 
presentation

Video/Capture          Presentation

NOTE: Use search and filter options at the top of your library to easily 
locate content

5. Hover over the capture, video or presentation you wish to use, and 3 
dots will appear in the bottom right hand corner.

Publish to a classSelecting content

S

Publish a capture or video to a class from your content library and/or add a presentation to that existing class. 

Adding Content to a Class

1. Click on the dots that appear and 
choose share from the menu.

2. The locations that your institution allows 
you to share content will appear. 
Choose class.

3. Share settings pop up will appear with 
class highlighted.

4. Choose the details of course, term and 
section from the dropdown menus.

5. Choose an existing class from the 
dropdown menu OR select new class 
and complete the title details 

6. Complete the availability settings as to 
when, and for how long, you will allow 
students to access this content.

7. Click Share
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Click HERE to access ‘how to’ ADD 
content to your class. 

¶½

&HHJXX�YMJ�RJINF�JINYTW�KWTR�^TZW�QNGWFW^

���&HHJXX�*HMT����FX�FS�NSXYWZHYTW�FSI�SF[NLFYJ�YT�^TZW�QNGWFW^�G^

HQNHPNSL�TS�YMJ�*HMT����QTLT�NS�YMJ�YTU�QJKY�MFSI�HTWSJW�

���8JFWHM�KTW�YMJ�HTSYJSY�^TZ�\TZQI�QNPJ�YT�JINY�NS��2^�(TSYJSY�


\MNHM�MFX�FQQ�YMJ�HTSYJSY�^TZ�T\S�FSI�MF[J�JINYNSL�WNLMYX�KTW�d

���(QNHP�TS�YMJ���ITYX�YT�

GWNSL�ZU�YMJ�XMTWYHZY�

RJSZ�FSI�HMTTXJ�

�*INY�2JINF�

���5QF^JW���UQF^�WJHTWINSL�FY�FS^�YNRJ��\NYM�FS^�JINYX�FUUQNJI

���9TTQ�0NY���FHHJXX�MJQU��JSYJW�XUJHNçH�YNRJHTIJ�KTW�UWJHNXJ

UQF^MJFI�UQFHJRJSY��ZSIT��WJIT��IJQJYJ�HQNU�FSI�_TTR

NS�TZY�TK�YNRJQNSJ

���9NRJQNSJ���XMT\X�YWNR�MFSIQJX��XHNXXTWX�HZY�[NIJT�

UQF^MJFI�HZWWJSY�QTHFYNTS��YNRJQNSJ�TK�WJHTWINSL��FZINT

FSI�[NIJT�HMFSSJQ�X

9MJ�RJINF�JINYTW�J]UQFNSJI

�

�

�

9MJ�RJINF�JINYTW�HTSXNXYX�TK�YMWJJ�RFNS�KZSHYNTSFQ�FWJFX�

Click HERE to access ‘how to’ EDIT 
your video.   

Follow these links to Echo360’s HELP 
document to learn about creating 

media slides.

Click HERE to create a media slide.

Click HERE to find out about 
embedding video in slide.

Back to menu

https://echo360.box.com/s/o52eqtyc5k7l9yz9qw7lvxhb3zsg2lrn
https://echo360.box.com/s/2f2hj8898l1r9tem0k8t4v5rmv2tu2uy
https://echo360.box.com/s/1rvz43pe07jufmirq6yqw48cyztjahbb
https://learn.echo360.com/hc/en-us/articles/360035406811-Creating-a-Media-Slide
https://learn.echo360.com/hc/en-us/articles/360035407711-Embedding-an-Echo360-Video-into-a-Media-Slide


Record new video content from your desktop.

1. Login with your instructor credentials or access the platform via your 
Learning Management System (LMS)

2. If you are not on the Homepage, navigate there by clicking on the 
Echo360 logo at the top left-hand side.

3. Click on All Content, this is where you will see any captures that have 
occurred of your classes or videos and slides you have uploaded. 
This will also show any content shared with you by another user. 

4. Icons on the thumbnails will assist you to select between video and 
presentation

Video/Capture          Presentation

NOTE: Use search and filter options at the top of your library to easily 
locate content

5. Hover over the capture, video or presentation you wish to use, and 3 
dots will appear in the bottom right hand corner.

Publish to a classSelecting content

S

Publish a capture or video to a class from your content library and/or add a presentation to that existing class. 

Adding Content to a Class

1. Click on the dots that appear and 
choose share from the menu.

2. The locations that your institution allows 
you to share content will appear. 
Choose class.

3. Share settings pop up will appear with 
class highlighted.

4. Choose the details of course, term and 
section from the dropdown menus.

5. Choose an existing class from the 
dropdown menu OR select new class 
and complete the title details 

6. Complete the availability settings as to 
when, and for how long, you will allow 
students to access this content.

7. Click Share
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Back to menu

Click HERE to access ‘how to’ use Universal 
Capture: Personal.

Click HERE to access ‘how to’ SHARE with 
students.

Click HERE to access ‘how to’ EDIT your 
capture 

1. Login with your instructor credentials or access the platform via your 
Learning Management System (LMS)

2. Locate the cog at the top right-hand side of the page next to your 
name.

3. Click on downloads and choose the correct version for your 
computer, Mac or Windows and follow the installation instructions. 

Launch Echo360 Capture and follow the prompts to login 

Edit capture details (optional)

1. Click the Pencil icon or Edit Capture Details at the top of the window 
to open details window and complete.

2. Choose the location that you wish to publish the recording from the 
drop-down menu. You can send it to your library for future use or 
straight to a class from one of your courses.

3. Click Save

UC Personal (Echo360’s Desktop Capture)
Create, Publish and Edit a desktop capture recording.

Download and install Universal Capture: Personal

Login

Work Offline

Use the menu to choose offline 
mode if you wish to hold your 
upload until a later date or do not 
have internet connection. 
As soon as you revert back to work 
online, your capture will begin to 
upload once there is an internet 
connection.
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https://echo360.box.com/s/t61cyfadkvpi0nq6agiqzt2nmoqm8326
https://echo360.box.com/s/2f2hj8898l1r9tem0k8t4v5rmv2tu2uy
https://echo360.box.com/s/1rvz43pe07jufmirq6yqw48cyztjahbb


Back to menu

Live stream from your desktop

Click HERE to access ‘how to’ use personal capture for 
livestreaming.

https://echo360.box.com/s/t61cyfadkvpi0nq6agiqzt2nmoqm8326


Back to menu

Upload your presentation slides

Click HERE to access ‘how to’ SHARE your 
slides with students.

Click HERE to access ‘how to’ UPLOAD your 
slides.

1. Login with your instructor credentials or access the platform via your 
Learning Management System (LMS)

2. If you are not on the Homepage, navigate there by clicking on the 
Echo360 logo at the top left-hand side.

3. Click on All Content, this is where you will see any captures that have 
occurred of your classes or videos and slides you have uploaded. 
This will also show any content shared with you by another user. 

4. Icons on the thumbnails will assist you to select between video and 
presentation

Video/Capture          Presentation

NOTE: Use search and filter options at the top of your library to easily 
locate content

5. Hover over the capture, video or presentation you wish to use, and 3 
dots will appear in the bottom right hand corner.

Publish to a classSelecting content

S

Publish a capture or video to a class from your content library and/or add a presentation to that existing class. 

Adding Content to a Class

1. Click on the dots that appear and 
choose share from the menu.

2. The locations that your institution allows 
you to share content will appear. 
Choose class.

3. Share settings pop up will appear with 
class highlighted.

4. Choose the details of course, term and 
section from the dropdown menus.

5. Choose an existing class from the 
dropdown menu OR select new class 
and complete the title details 

6. Complete the availability settings as to 
when, and for how long, you will allow 
students to access this content.

7. Click Share
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Uploading content

Navigating to the Home page 2. The dialogue box will allow you to select the files you 
wish to upload by drag and drop, selecting from your 
device or from a cloud storage solution.  

1. Login with your instructor credentials or access the platform 
via your Learning Management System (LMS)

2. If you are not on the Home page, navigate there by clicking 
the Echo360 logo at the top left-hand side. 

3. The Home page contains icons for all of your courses, search 
functionality and a navigation bar on the left-hand side to 
access other specific pieces of content.

1. Click on the blue Upload Content, located at the top of the left-
hand navigation bar and a new dialogue box will launch. 

Upload and manage presentations and/or videos created using other tools.     

Uploading External Media to the Personal Library 
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3. You can upload multiple files at once and you will 
see a message as soon as your file has uploaded 
and begins to process. You can then close the 
dialogue box.

4. We recommend that you save any presentations as 
pdf documents before uploading. 

https://echo360.box.com/s/2f2hj8898l1r9tem0k8t4v5rmv2tu2uy
https://echo360.box.com/s/o52eqtyc5k7l9yz9qw7lvxhb3zsg2lrn


Back to menu

Add quiz  slides to a presentation

There are five types of interactive activities to choose from: multiple choice, short answer, image quiz, ordered list and 
numerical

Adding Activity Slides to a Presentation

Choose the presentation and activity 

1. Wherever you are in the platform, click on 
the Echo360 logo to take you to your 
Homepage. Click on My Content from the left 
hand menu to see your presentations. 

2. Select the presentation you wish to edit
NOTE: You can type the name of the  
presentation into the search bar if you
cannot immediately see it.

3. Click on the 3 dots that appear and a drop 
down list will appear with a selection of 
actions available

4. Click Edit Media
5. Your slides will appear

Multiple Choice
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7. Click ADD ACTIVITY for the 5 activity types to appear

1. Select the Multiple choice icon

2. Enter the question. You can enter up to 1000 characters.
3. If you wish to embed media, enable the checkbox to upload 

an image or enter a URL. 
4. Add the answer options and designate the correct answer/s
5. You can enable the Require justification tab so that students 

must elaborate on their answers
6. You can click PREVIEW to see the students view of the activity
7. Click DONE 

Click HERE to access ‘how to’ add quiz slides.

https://echo360.box.com/s/xfmqg0nupx4jshqrvakhhv4zvpj2d9u6


Back to menu

Creating interactive media (embedded 
polling)

Click HERE to access ‘how to’ embed a poll in a video.

https://echo360.box.com/s/0z39pezsonpznh7lvfac8s7t5t6rbf62


Have students submit 
secure video 
assignments.

Click HERE to access our documentation for secure student assignments 
through your LMS.

Back to menu

https://blog.echo360.com/student-assignments-20


Back to menu

Use the analytics to view student behaviour

Click HERE to access ‘how to’ REVIEW activity 
analytics.

Click HERE to access ‘how to’ EXPORT 
student analytics.

https://echo360.box.com/s/tqprz5ni5s4ain2lat3ita1ql5lykqvm
https://echo360.box.com/s/lv3hf3kj1170ilwf4msqbbcehoa2e6b6

