
MediaBox Welcome Pack



Introducing MediaBox
MediaBox is a new development for schools in the Neath Port Talbot area. We want to provide you with a 

way to share all sorts of media files (videos, photos and audio files) with fellow colleagues, pupils, parents and 
the general public. We also decided to add lots of different ways for you to categorise, 
tag and ultimately find the particular type of media you are looking for.

We added some fun features in for good measure too. In addition to viewing media 
files, you can add files to favourites - useful if you want to have instant access to a file 
later, create playlists of media files and allow social interaction with the files such as 
‘liking’, commenting and recording the number of plays or views your media file has.

One of the big drives for this project has been to minimise the amount of duplicated 
media on the network. Some people tend to find a media resource and share it with 
colleagues by sending them a copy who then also send their colleagues a copy. This 
results in the same file appearing multiple times in different places on the network. 
These files are often not compressed very well and take up a lot of space.

MediaBox will take the hard work out of sharing these files. As soon as you upload a file to the MediaBox 
website, we use some server magic to compress the file and detect any duplicates. The file is then made available 
on the website for you to share the link or even embed the file inside another website.

We have also developed a method for embedding files in the NPTLG website which is tied directly into your 
MediaBox account. Any files you upload, add as favourite or add to a playlist can be easily accessed and 
embedded in the learning gateway using our custom embed interface.

This welcome pack has been written to help you get the most out of MediaBox. Have fun!



Lights! Camera! Action!
The MediaBox front page provides all the different ways you can find the file you are looking for.

We have a nice, large search box placed prominently at the top of the page for you to fire off searches for the 
media you are looking for. The search is intelligent enough to determine what attribute of a 
file you are looking for: Title, Description, Category or meta data. You don’t need to think 
about how to find what you are looking for.

Every so often, we will find a video file uploaded onto MediaBox that we think is really 
great and, so we can share it with everyone else we’ll pin it to the top of the front page in the 
“featured video” box (with your permission of course) so that everyone else can find it and 
watch it too.

Every media file on the site has it’s own set of permissions. Media uploaders can choose 
to make their file visible to everyone, their school, MediaBox users only or make it 
completely private. Any user visiting the site can only see the media files that they have permission to see.

Also on the front page, we list the latest video, audio and photo files that have been uploaded to the site in 
their own little scrolling boxes. Visitors can click the arrows above the sections to scroll through more files.

On the right hand side of the page, we list the most popular categories and meta data tags so that visitors can 
find media involving subjects that they may not have realised were covered on the site.

In addition, we have a link to download the desktop app that we have been developing. The desktop app 
allows you to upload multiple files at once from your computer by just dragging and dropping your files onto the 
app. The desktop app also enables larger files which may not be supported from the website.



It’s Your Media. Your Way.
Once you’ve logged in to the site using the same network login you use for the learning gateway and to log in to 
your computer, you get access to our super easy Login Centre.

To access the Login Centre, click the ribbon at the top of the screen with your name in it. The Login Centre 
smoothly slides down on any page to help you access your settings and files. 

The Login Centre is a quick access bar to the most common personalised functions on the site as well as 
giving you quick and easy information on how many files you have uploaded and how many are active or 
inactive on the site. We even allow you to choose an avatar picture which will show up next to your comments on 
the site and on your individual media page.

From here we are able to tell you what type of user you are (pupil, teacher , etc.) and provide quick access to 
your video, audio and photo files. You can also access your favourites list to access media files or remove them 
from your favourites and access any playlists you’ve created.

MY QUEUE

The “My Queue” link will take you to a page to show you how your media uploads are getting on whilst our 
servers are converting them and will tell you if our conversion services are currently running. The best thing 
about the queue page is that you don’t need to refresh to update the information - it is a “live” page and updates 
in real time.

ACCOUNT SETTINGS

The account settings allow you to edit the information that MediaBox stores about you. Initially, all the data 
we store is taken directly from your network login account, but if you decide you want to 
display different information on the MediaBox site, you can edit it here - it will not affect 
your network login in any way - it’s totally separate.

MY MEDIA

In the media files section of the Login Centre, you can instantly see how many media 
files you have uploaded, split into each media type. Any files that are inactive on the site 
(normally due to lack of meta data entered for the file or for files uploaded with the 
desktop app) will be numbered in grey.

To hide the Login Centre, just click the ribbon with your name on it again and the 
Login Centre will slide up out of the way.



Share Your Masterpiece
Most people these days have all sorts of media lying about, often scattered about their computer and other 
devices. Wouldn’t it be great to be able to share it in a couple of clicks?

MediaBox makes it easy to upload your media. You simply choose which type of media you want to upload, 
select your media from our easy uploader dialog and then while it’s uploading, enter some details to tell us what 
your file is about. This will make it easier for you and others to find the file you have uploaded.

Tagging your file with the correct meta data is extremely important. 
The better your meta data is, the more likely it is that you and others will 
be able to find your file. We put a lot of emphasis on meta data in our 
search algorithm and files with better meta data will appear above files 
with less accurate data.

If you are uploading MP3 files which already have meta data 
applied to them, MediaBox will use this to start you off, we will even 
grab any album art that is embedded in the file.

After your media has finished uploading, MediaBox will send your 
file to our conversion server where it will be compressed and resized for best viewing on the web. If you have 
uploaded a video file, we will grab a frame somewhere near the beginning of the video to use as the artwork.

You can see all this happening in realtime from your queue page, however you don’t have to sit there waiting 
for it to finish, you can go to a different page and do something else and MediaBox will continue in the 
background.

If you make a mistake or forget something, don’t worry, you can edit all your media details later on from 
your “My Media” page by choosing the relevant ‘view files’ link in the Login Centre.



Powerful Media Organisation
Once your media files are on MediaBox, these files aren’t static. You can change almost anything about them at 
any time.

MediaBox provides access to edit all the data you originally entered about your files including some of the 
attributes that we generated after the file was processed.

From your “My Media” section (found by clicking the “View Files” 
link next to the type of media in the Login Centre) you can view all of your 
uploaded files and make changes to them. You can even see at a glance 
what permissions have been set to each file and whether they are active on 
the site or not. You can also directly edit a media file you own by clicking 
the edit button on the media file’s page. 

The edit page is carefully designed to look identical to the upload 
page and have the same capabilities. Any changes you make here take 
place immediately. You don’t have to go back to the queue page to check 
on their progress.



Your Media. On The Move.
MediaBox doesn’t care what device you use to access it. You can use your phone, android device, iPhone, iPad or 
your computer and get the same great experience on each device.

Videos and other media on MediaBox are converted with portability and 
speed in mind. You’ll have no problems showing off your latest masterpiece on 
your phone or tablet device. You can access your media wherever you can 
access the internet.

We use carefully chosen formats for your media which are designed to play 
on all modern devices. Not just computers. We have also invested in the latest 
HTML5 and CSS3 standards to ensure compatibility in the future. Don’t worry 
if your not familiar with the science, just be assured you can expect your media 
to be available wherever you are.

By using the latest standards, we not only ensure that the service is 
available from many modern devices but also perform well for our visually and 
audio impaired users. In addition, if you are using a top of the range web 
browser, media playback will default to the latest technology to make the most 
of your device.



Safety. In Numbers.
We want media sharing in our school environments to be a safe, productive environment. MediaBox includes 
many safety features that help our administrators police the service.

We allow any logged in user to mark any type of content on the service as 
inappropriate. We believe it’s important to offer this feature to all so that we don’t miss 
any deviations from our terms and conditions.

Once an item has been marked as inappropriate, the item is immediately removed 
from the site (it doesn’t get deleted, just made invisible to visitors). An email is then sent 
to our monitoring team advising them that a particular item has been marked as 
inappropriate and allows them to quickly review the item in question.

The team may decide to reinstate the item after reviewing it. Whatever action is 
taken, the review team will be able to constantly communicate to all the users involved.

In addition to media items, comments made by users can also be reported to the 
review team. This behaves in exactly the same way as reporting media.



Embed Anywhere
MediaBox makes it easy to share your media files with anyone in the world or between your colleagues, pupils 
and parents.

When we began developing MediaBox, we kept in mind that you might want to share your media files with 
more than just MediaBox users. We think we’ve come up with a solution that will allow you to share your media 
with as many or as few people as you wish.

The MediaBox embedder for the Neath Port Talbot Learning 
Gateway (NPTED) has been developed to tightly integrate with your 
MediaBox account. Any media you upload, any favourites you add 
and any playlists you create are available to embed from the 
MediaBox Embedder using a smart, attractive and familiar interface 
to browse your account. You can even search for new files directly 
from the MediaBox Embedder.

If you do not use the Learning Gateway, or if you would like to 
publish your media files elsewhere, this is possible too. Each media 
file on the MediaBox website has its own embed button which will 
give you a code to copy and paste into your standard website. This 
will work for popular platforms such as WordPress, Blogger or even a 
bespoke website you have built from scratch.



Glossary
Media - When we refer to media files in relation to the MediaBox site, we mean digital files such as 
photographs, videos and audio.

Playlist - A playlist is a named list that contains multiple media items. Think of it as a photo album but for 
photographs, videos and audio.

App - Short for application. This is computer software you can download that will run on your computer that 
will allow you to convert media files.

MetaData - Metadata is “data about data”. In relation to MediaBox, think of it as a library catalog. Items can 
be catalogued under different terms and subjects. MetaData can be split up into individual ‘Tags’.

Tag - Tags are used to define metadata. For example, metadata about the novel Moby Dick could contain tags 
such as book, whale, fiction. Adding these tags makes the item easier to find. In MediaBox, you can give an 
item as many tags as you want and can define your own by simply entering it in the relevant box.

Categories - Categories are different to metadata tags as they are derived from a pre-defined list of subjects or 
topics. These can not be edited by users.



Help Us Make MediaBox Even Better!
When you are using MediaBox and find something that doesn’t quite work the way you think it should or 

you feel some useful features are missing that would help you get things done a lot more efficiently, get in touch 
with us through the contact form and let us know.

We’ll need some details from you so that we can find and fix any errors:

• Your name and email address

• Your operating system and version

• The name and version of your web browser

• The page or address where you discovered a problem

• A brief description of how to reproduce the problem


