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Video Capture Training - Getting Set Up 
 
System Access and Login  
   
When the system is purchased, a System Administrator Profile (including Username and Password) will be set up 
prior to installation.    
  
To Login to the system,  
 
1. Bring up the URL for the system using: https://capture.sinclair.edu  

 

 
 

2. Login to the system using your specified Username and Password then click on the Login button.  

3. The default page is also the Home page and the screen will be similar to that shown below.   

 

4. You are now logged into the system! 

 
Manage Sections  
  
A Section refers to more than one individual who are connected in one way or another.  Individual Students will be 
assigned to a Section or multiple Sections of which they are associated.  So ALH 1101 222 would be a section.  You 
can make larger section such as ALH 1101 which you would then upload ALL students taking that course. 
  
To add a NEW Section,  

  
1. Click on the Administration tab then click on Manage Sections (from the dropdown menu).   

https://capture.sinclair.edu/
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2. Click on the NEW button.    

 
  
3. Enter the Section name.   

 
  
4. Click Save to create the Section or Cancel to return to the previous screen without adding the new Section 

name.  
 

To EDIT a Section name,   
  
1. Click on the Administration tab then click on Manage Sections (see above on how to access).   

2. Find the section you want to change. 

3. Click on the Edit button on the line with the Section Name to be edited.    

 
 
4. Edit the Section name as needed.  
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5. Click Save to retain the changes or Cancel to return to the previous screen without retaining the changes. 

 

 

To MANAGE SECTIONS, shared videos, documents, and pics,    
  

1. Click on the Administration tab then click on Manage Sections.   

2. Click on the Section Name to be viewed.    

  
  
3. The screen will display all Video Files, Documents and Pics associated with the specific Section as well as 

additional title-links to initiate a Check-In of documents and Upload tasks for documents, video, and pics.   

 
 

4. To Check-In Document, Upload Document, Upload Video, or Upload Pic, click on the title-link of the activity to 
perform.  A new pop-up window will appear similar to one of the following depending on the title-link chosen.  

 
 

5. Click on the Choose File button and navigate to the file to be uploaded then click on the Upload button.  A 
message will appear indicating “File uploaded successfully.”  

6. Click the Close Window button after upload has completed and to exit the pop-up window.  
7. In the Video list section of the screen, using one of the Video Actions, you may:  
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 Click Share to share a video with an external source.  

 Download a video to an external local directory or source.  

 Move or Copy a video to another user profile.  

 Delete a video from the Section profile.  NOTE: If the video is also associated with another Section, the 
video will not be deleted from that Section, only the current Section.  

  
To DELETE a Section,   
  
1. Click on the Administration tab then click on Manage Sections.   

2. Click on the Delete button on the line with that Section Name to be removed.   

 
  
3. A confirmation window will appear, click OK to delete the Section or Cancel to return to the previous 

screen without removing the selection.  
 

CSV Import  

The CSV Import functionality is available only to the System Administrator. Its purpose is to allow the 

Administrator to easily upload multiple Student users while also assigning them to a specific Section. The upload 

file shall be in the form of a local CSV file.  

Import File Structure  

Header Row:  The import file may contain data in the header row or no less than one blank row.  Upon import the 

first row will be ignored, regardless of content or lack of, and will not be imported into the system.   

Columns:  The import file need only contain three columns of data, they are,  

A. First Name  

B. Last Name  

C. Email Address (see notes below)  

NOTE:  During the import process the CSV Import functionality will automatically remove every character in the 

email address from the “@” symbol and beyond. The beginning of the email address then becomes that user’s 

Username. For example “dbrown123@cenergyit.com” will be converted to Username “dbrown123” within the 

system.    

NOTE: The full email address is not necessary in the import file, but each entry must contain at least the “@” 

symbol at the end of the data.  For example “dbrown123@” will be abbreviated to Username “dbrown123” within 

the system.    

Create CSV Import File  

1. Create a separate spreadsheet (CSV File) for each Section.   
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2. Label the first row of the spread sheet with the indicated labels or it may be left blank.  

3. Once complete, save the spreadsheet as a CSV type file.  

 

NOTE:  You can use your roster from eLearn.  Export as a csv file, open in excel, get rid of the extra columns then 

save as csv file.  It is easy from here to import. 

To import a NEW file,  

1. Click on the Administration tab and then click on CSV Import.  

2. Click on the Choose File button and navigate to locate the file to import.  

3. Choose the appropriate Section from the dropdown menu to associate the imported file.  

4. Choose the radio button for Local.  

5. Once the first three selections are made click on the Import button on line four to begin the upload process.   

 

 

Manage Students  

This segment of the documentation provides steps to manually add, edit, or delete a Student profile within the 

system. After adding a Student, they may then be assigned to a Section.  

Once a Student profile is created (Name and Login Name) the Student may log into the system.  Each new Students 

initial password is the word “password” all in lower case letters. The user will be prompted to change the 

password upon first login.   

To ADD a Student,   

1. Click on the Administration tab then click on Manage Students.  

2. Click on the NEW button.  
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3. Enter First Name and Last Name (Middle Name is optional).   

4. Select the appropriate Section assignment from the drop-down menu.  

5. Enter a system Login Name, typically the Student’s unique school email address without the “@” and network 

identifier.  E.g., “dbrown123@cenergyit” would be entered as Login Name “dbrown123”.  

6. IMPORTANT:  You MUST check the AD User box or student will NOT be able to log in! 

 

7. Click Save to create the profile or Cancel to return to the previous screen without creating the profile. 

NOTE: The system will automatically assign a unique identification (UID) number.    

 

To EDIT a Student profile,  

1. Click on the Administration tab then click on Manage Students.   

2. Click on the Edit button on the line with the Student Name to be revised.   

  

3. To make it easier to find students, either select a specific course to which the student had been assigned 

(section on the left) or use the search feature (on the right). 

4. Make any changes.   
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NOTE: If the student’s Status is changed to Inactive the user will no longer be able to utilize any part of the system. 

If Delete is selected, the user’s profile will be removed from the system, but associated videos, documents, topics, 

comments, etc., will remain.  

5. Click Save to retain the revised data or Cancel to go back to the previous screen without retaining the changes.  

 

To DELETE a Student profile,   

1. Click on the Administration tab then click on Manage Students.   

2. Click on the Delete button on the line with the Student Name to be deleted.    

 

3. A confirmation window will appear. Click OK to delete the Student or Cancel to return to the previous screen 

without removing the selection. If Delete is confirmed, the user’s profile will be removed from the system, but 

associated videos, documents, topics, comments, etc., will remain.  

 

To RESET PASSWORD for a Student,  

1. Click on the Administration tab and then click on Manage Students.  

2. Click on the Reset Pass box on the line for the Student to reset the password.  

 

3. The new password will be displayed the bottom of the screen in a green text pop-up box.   

 

 


