
Ensemble – Getting Started Guide for Penfield 
 

Logging In: http://ens emble.monroe.edu/penfield 

Log in using the same username and password you use to log onto your school 

computer. Choose Penfield from Identity Provider drop down menu. 

 

 

 

When logged in, you should see your district library & name here: 

 



Media Library: Adding Video 

 

Note: Keep source file for video you may wish to use and/or edit in the 

future. 

 

Descriptions: Add your desired title and description to your video you 

are about to upload. 

 



Fill in EVERY box in order to make content searchable. 

Title: Your title 

Copyright: Date you want content to expire (if any) or Never 

Genre: Select from drop down menu 

Date Produced: Current Date 

Description: The more detailed your description the easier it will be to search 

Keywords: Any keywords you would like for searching ς use commas to separate words 

 

 

 

Fill in Credits: All YOUR contact information 

(website is optional) 

 

 

 

Note: You can add additional Credits 

if you would like to add names/roles 

of others in the video 

Click ADD CREDIT (Note: Credit will 

not save unless Add Credit is clicked) 

 

Click Continue 

 

 

 

 

 

 



Manage Content:   

Video - ABR (set as default) should be selected for most cases from the drop down 

menu.  

  

Then click Add Files and browse to desired video on your computer that you wish 

to upload.  Once it appears in the window, click on Start Upload. 

 

Click Save & Continue (Note: even though it says Waiting For Conversion, you can 

still click Save & Continue) 

 

 

 

 

 

 

 



Publish: 
On this page, you have the options to: 

¶ Add video to Playlists 

¶ Share to other libraries (allows titles to be shared to other libraries, but receiving library 

must enable this option ς see Administration/Sharing section) 

¶ Share to Groups  

¶ Share through Social Sharing Tools (FB, Twitter, email etc. Check and follow district 

policy on Social Media) 

¶ Schedule publishing & expiration dates 
 

 
 

Click Save and Publish. 

Video will appear in the 

Media Library after 

published. 

 
 

 

 

 

 

 



 

 

 

 

 

 

 

 

Note: Use Permalink only for sharing a video for previewing 

purposes. Use the Embed code for sharing with a wider audience 

as it is a nicer looking interface 

 

 

 

Web Publishing: Adding Playlists 

 

 

 

Play ς click to view video 

 

Download ς click to download video to computer 

 

Embed ς gives HTML code for embedding in websites 

 

Permalink ς a link for sharing video 

 

Social Sharing ς Facebook, Twitter etc. 



Name your playlist, 

then click Save. 

 

 

 

 

 

 

To add videos to your Playlist, navigate back to the Media Library and select the 

Publish tab next to the video you wish to add to your Playlist. 

 

 

Click the box next to 

the Playlist to which 

you wish to add video.  

 

Save and Publish. 

Repeat for additional 

videos. 

 



Web Publishing: Playlist Plug-In Code and Templates 

 

 

 

 

 

Click on the Install link under the Plug-In category next to your Playlist.  

Select and copy the HTML code in the box to embed your Playlist into a webpage.  

Note: you may also Preview your Playlist.  

 

 



Customizing your Playlist Appearance 

If you scroll down on the Install 

Plug-In page, you will see 

options for customizing the look 

of your Playlist. Check and 

uncheck options as desired.  

 

 

 

 

 

 

 

 

 

 

 

If you customize your Playlist, use 

the HTML code at the bottom of 

the page to embed your Playlist 

into a website. 

 

 

 

 

 

 



Web Publishing: Categories 

Categories may be added to Playlists. To do so, select the Configure link under the Categories 

column next to your Playlist. 

 

 

 

Click on Add a New Category 

 

 

 

 

 



Type in Category Name and click Add. 

 

You may add as many categories as you wish. 

  

When publishing a video in the Media Library, you will now see the categories added within 

your Playlist. 

 

 

 

 

 

 

 

 

 

 

 



Web Publishing: Playlist Permalink – Quick Publish 

You MUST click on Quick Publish to activate the Playlist. 

 

 

 

 

 

 

 

 

 

 

You then have the ability to click on 

ǘƘŜ tŜǊƳŀƭƛƴƪ ǘƻ ƎǊŀō ȅƻǳǊ tƭŀȅƭƛǎǘΩǎ 

URL to share with others. 

 

We recommend unchecking the 

Display Social media Icon. 

Copy the URL to share. 

  

 

 

At any time, you can simply deactivate a Playlist by clicking on the red minus icon. 

 



Administration: Annotation Presets 

 

If you find you are using the same annotation over and over, you have the opportunity to 

create annotation presets. For example: Chapter 1, Chapter 2, Chapter 3 etc. 

 

 

 



Media Library: Manage Content: Annotations 

 

 

 

At any point in the video, you can add an 

annotation by typing it into the box.  

 

You may also choose a Custom Preset from 

the dropdown menu. Note: you must first 

set up your Custom Presets in the 

Administration area (see above 

instructions). 

 

 

 

 

 

 

 



Administration: Dropbox 

  

 

Name your Dropbox 

Add name to URL box 

Give a description 

Select proper Media Source  

Keep PUBLIC & ENABLED checked 

Save 

 

 

 

Copy Dropbox URL link to paste into a 

webpage, email etc. so that others can 

upload videos to your library. 

 

Opening the URL link will allow others 

to upload video to your Dropbox. 

Be sure uploaded videos are properly 

titled for easy identification. 

Suggestion: Teacher Name, Period, Project Identifier 



 

 

 

After videos are submitted by 

others, you will still need to 

go to your Media Library and 

Publish them. 

 


