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① Switch to the «Series» tab and click on 

«Add series».

② Enter the title of the series and further 

information if required. 

③ Then click on «Next». 

1. Create an Opencast series
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First log in to https://opencast.unibe.ch/ with your edu-ID. If you do not yet have access rights, you can apply for them using the 

form that appears after the login attempt.

https://opencast.unibe.ch/


④ Specify under «Templates», who can access the series 

and the associated videos on the “Tobira” video platform. 

All options allow the series to be integrated into ILIAS. 

The following options are available:

• Tobira: Öffentlich 

The series is freely accessible and can be viewed by 

anyone. 

• Tobira: Federation 

Only members of a Swiss university (SWITCHaai 

login) can access the series. 

• Tobira: Organisation (nurUniBe)

Only members of the University of Bern can access 

the series. 

• Tobira: Privat

Only authorized users (see table directly below) can 

access the series. 

⑤ If you would like to allow other people to edit the series, 

click «New user». 

⑥ Search for them using their e-mail address. IMPORTANT: 

Leave the checkbox activated in the “Write” column.

⑦ Click on «Next». 6
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Set access rights (for Tobira) & grant editing rights:



⑧ If you would like to insert an intro or title image with 

metadata in your videos, select the corresponding 

template via “No theme”. 

⑨ Click on “Next”. 

Click on «Create» in the «Summary» tab. The series will now 

be created and you will be taken to the “Series” overview 

page.
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Add opening credits & create series:



① Switch to the «Events» tab and click 

on “Add event”.

② Enter the title of the video and further 

information if required. 

③ Select the series to which the video is 

to be uploaded. 

④ Click on «Next». 

2. Upload videos to Opencast
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First log in to https://opencast.unibe.ch/ with your edu-ID. If you do not yet have access rights, you can apply for them using the 

form that appears after the login attempt.
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https://opencast.unibe.ch/


④ Click «Choose file» and select the video you want to 

upload on your computer. 

Consider: Use the button for slides if you want the text in 

your video to be recognized and then searchable by 

viewers.

⑤ If you want to upload already existing subtitles, your files 

need to be in the format «VTT».

Consider: Subtitles can also be created automatically 

using Opencast (see below).

⑥ Click on «Next».

⑦ Activate the checkbox «Publish automatically» if the video 

should be published directly after uploading. Otherwise it 

will only be uploaded and you will have to publish it later 

(or edit and publish).

⑧ Activate the checkbox «Generate subtitles» if you want 

subtitles to be generated.

⑨ Click on «Next».
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⑩ Switch to the «Summary» tab and click on «Create». Only 

then will the video be uploaded and you will be taken to 

the «Video» overview page. 
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Depending on the file size and your upload speed, the upload may take a 

few minutes. This is indicated by a green status indicator (at the bottom 

right of the browser window).

Once the video has been uploaded, it is displayed in the table and is 

initially in the status «Processing». After a maximum of one hour, the 

video is fully processed (status “Finished”).
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① Click on the three green bars next to your 

series or next to a video of this series. 

This opens the series details.

② Switch to the «Tobira» tab. Click on the 

copy icon next to «Direct link to series» to 

copy the direct link to the series.

3. Tobira link to series
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First log in to https://opencast.unibe.ch/ with your edu-ID. If you do not yet have access rights, you can apply for them using the 

form that appears after the login attempt.
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https://opencast.unibe.ch/


① Click on the three green bars next to your 

series or next to a video of this series. 

This opens the series details.

4. Edit existing series

4
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You can change different things in the offered tabs:

② Metadata: Change title etc.

③ Access Policy: Add/delete access restrictions to 

Tobira and authorised persons.

④ Theme: Change intro (requires a republication of 

all already published videos).
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First log in to https://opencast.unibe.ch/ with your edu-ID. If you do not yet have access rights, you can apply for them using the 

form that appears after the login attempt.

https://opencast.unibe.ch/


5. Edit existing videos

You can rename, cut, publish, withdraw and delete existing videos and change their metadata. You can access most of 

these actions via the icons in the «Actions» column (far right). For some actions, you must select the video and click on the 

«Actions» button (see next page).

Permanently (!) delete video

Manage series (see chapter 4)

Change the metadata of the video (e.g. title, 

affiliation to a series, ...)

Important: Only takes effect when you 

publish the metadata again via ‘Actions’ > 

‘Publish metadata’.

Editing and publishing videos (see chapter 6)

Edit metadata, delete and cut videos



Select the desired video (via checkbox), click on „Actions“ then on ‘Start Task’ and then «Next». Select the desired workflow 

and click «Next» again. Only when you click on «Create» you start the work step definitively.

Publish directly, create (and publish) subtitles, copy, withdraw publication

The following actions are available:

• Publish with subtitles: Publishes the video including any 

subtitles.

• Publish without subtitles: Publishes the video without any 

subtitles.

• Generate subtitles: Creates subtitles and publishes the video 

if desired (see option offered).

• Duplicate Event: Creates copies of the video. You can 

specify the title, number of copies and, if required, a target 

series.

• Retract: Withdraws the publication. Students will then not be 

able to view the video via ILIAS or Tobira.

• Republish metadata: This is necessary if you want to change 

video metadata and if these changes should affect Tobira.
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6. Trim and edit videos (e.g. subtitles, tracks)

To open the video editor, click the «Scissors» 

icon next to the desired video.

① The audio waves in the time track of the 

video make it easier to find segments with 

or without sound. 

② Use the «Zoom» function to zoom into the 

time track and edit the video more 

precisely.

③ To cut, drag the cursor to the desired 

position.

④ Use the «Cut» button to divide the 

recording into segments.
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⑤ Use the «Delete» button to mark the segments that should not be published. They are now highlighted in red because they 

are still awailable but will not appear in the published recording. If the cursor is in a red segment, the button changes to 

«Restore» and you can restore the segment.

⑥ Deactivate the «Preview Mode» if you want to watch the red segments too.

⑦ If required, you can use the navigation on the left to edit the metadata, tracks, subtitles, and the video's preview image.

⑧ The «Finish» button gives you the option of publishing the edited video («Save and process changes») or «Save 

changes». You will be asked whether you would like to «Publish the video with or without subtitles».
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① First activate the «Customize track 

selection» option.

② You can now activate/deactivate the 

desired video or audio tracks by clicking 

the corresponding checkbox.

Edit tracks

If you want to remove an video or audio track from your video (e.g. for dual-stream recordings or to publish only audio), 

switch to the «Tracks» section.
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① If your video already has subtitles, you can 

edit them by clicking on the corresponding tile. 

② Click on the + sign if you want to add or 

upload new subtitles. First select one of the 

supported languages.

In both cases, the subtitle editor will open (see left).

③ You can upload new subtitles and download 

existing subtitles.

④ You can use the + sign to add a new segment 

before or after an existing subtitle segment.

⑤ Here you can enter or edit the text. If you click 

in one of the boxes, the video jumps to the 

corresponding position.

⑥ You can change the time and duration of the 

subtitle segments via the input fields or via the 

subtitle track. In the track, you can move, 

shorten or lengthen the segments by dragging 

at the beginning and end.

Add or edit subtitles

In the «Subtitles» section, you can edit the existing subtitles (e.g. the automatically generated ones), create your own subtitles or 

upload them. You can find out how to publish a video without subtitles on page 12, step 8.
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① If you want to select an image as 

thumbnail from the video, position the 

cursor at the desired location and click 

«Generate».

② Alternatively, you can also upload your 

own thumbnail via «Upload». It should be 

in 16:9 format, if possible.

Select or upload thumbnail

In the «Thumbnail» section, you can generate a preview image from your video or upload your own image.
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