UPLOADING VIDEOS TO YOUTUBE USING CMS GOOGLE
BEFORE UPLOADING YOUTUBE VIDEOS TO YOUR DISTRICT ACCOUNT:
1. REVIEW “YouTube Procedures: Google Apps for Education Clovis Municipal Schools” located in the Technology
section of the Procedures page in the Employee Portal www.clovis-schools.org/Employees/Procedures/Procedures.html
2. You MUST OBTAIN the APPROVAL of your principal/department head to post videos.
3. VERIFY that any students depicted do not have a signed media opt out form on file. These are filed in the office of
their school of attendance.
4. DO NOT post copyright content, including: Audio/music, images or video footage.
5. There is a 15-MINUTE LIMIT on video length imposed by YouTube. To upload longer videos, YouTube requires that
you verify your account. To do so, click “Increase your limit” at the bottom of the upload page and follow the
instructions.
6. YouTube supports the following file types: .MOV, .MPEG4, MP4, .AVI, .WMV, .MPEGPS, .FLV, 3GPP, WebM. For
assistance with other video formats, visit the YouTube Help section at:
https://support.google.com/youtube/troubleshooter/2888402?hl=en
7. Contact the Technology Department for assistance or with questions: 769-4502 or ext. 4502

TO CREATE A YOUTUBE CHANNEL AND UPLOAD VIDEOS
1. From within your District Gmail account, click on the apps menu in the top right corner, scroll down through the
options and select “YouTube”

2. Click on “My Channel” in the menu on the left side of the page. If you have not previously created a channel, do
so by following the prompts.

3. Click on “Upload a video” located in the bottom center of the window.

4. Select the share settings you wish to apply to the video by clicking the dropdown in the center of the window.
For more information on privacy settings, refer to the “YouTube video privacy settings” guide available in the
“Help and Information” tab on the Technology page in the Employee Portal www.clovisschools.org/Employees/Technology/index.html

5. Select the file you wish to upload from your computer, then drag and drop the file into the upload area.
6. Your upload will begin. You can watch the progress as the video is uploaded and processed by YouTube.

7. You can visit the “Advanced Settings” tab during this time to set additional attributes for your video. This is the
area where you will find comment and rating settings as well as other options.

8. When the upload is complete, a message will appear containing a link to your new video. A confirmation email
containing a link will also be sent to your district email address.

9. Visit Video Manager to see all your uploaded videos and for additional tools and options.

