STANDARD OPERATING PROCEDURES

Recording a Webinar
Editing Webex recordings OWith Windows Movie Maker

These SOPs explain step by step how to record a Webinar via Webex and how to edit a
Webex recording with Windows Movie Maker (WMM).

The first module of these SOPs focuses on how to record a Webex recording. The second
part (module 2, 3, 4) has been prepared to guide you through WMM. This software and tool allows
you to create and edit any kind of video content. Through module 2 and 3 you will discover the
different methods of cutting the beginning/end of a video. In the last module, module 4 we will
also learn how to cut a sequence "in the middle" of the video.

The following modules are independent of each other (e. g. if you choose to follow module
4, you do not need to follow the instructions of modules 1, 2 and 3. You can directly go and start on
page 24). Guidelines are indicated in yellow and additional information in blue.
Note: It is always preferable to work on a copy of the document you are editing.

You can find previous IM Webinars on the OCHA IMToolbox under the “Webinars” page. If
you are an OCHA IMO, you can find previous Webinars on the Team Site (Sharepoint) under the
“Training” section and then on “IM Webinars”.

* Page 1to 12 > Module 1 (19 steps): Recording a Webinar

* Page 13 to 18 > Module 2 (10 steps): Cutting the beginning and/or end of a video precisely

* Page 19 to 23 > Module 3 (10 steps): Cutting the beginning and/or end of a video, with no precise

prior knowledge of the moment.

* Page 24 to 37 > Module 4 (26 steps): Cutting a passage in the middle of the video

Module 1: RECORDING A WEBINAR

Step 1: Go to your web browser and type in the search bar "OCHA Webex" or type directly
"https://ocha.webex.com/" in the search bar of your browser. Press enter.
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https://humanitarian.atlassian.net/wiki/spaces/imtoolbox/pages/1160151043/Webinars
https://unitednations.sharepoint.com/sites/OCHAfis/Training1/Forms/AllItems.aspx?id=/sites/OCHAfis/Training1/IM Webinars

RECORDING A WEBINAR

Step 2: Wait until this page pops up and then, click on "Sign In".

& (¢ # https://ocha.webex.com/webappng/sites/ocha/dashboard?siteurl=ocha pe (\B Q

OCHA Home | UN Home | Contact Us | Site Map

United Nations Office

for the Coordination of

Humanitarian Affairs
Sign In

(R) Home Join a Meeting

@ Support
Enter the meeting number or the host's Personal Room ID. @

i Download ( )

English

Classic View

Webex Training
Webex Events
Webex Support

Cisco Webex

dile App Meet and collaborate anywhere, anytime, and
blet. mobile device or video system with Cisco Wet

decisions faster with integrated audio, video, a

Step 3 : Wait until this page appears. Fill in the information requested by Unite ID, then click on
"Continue". Enter your password and press enter.

F:Y wite identity s Ulnr\:e

Contact Us

& Login to Unite Identity

Unite ID:
‘I
: |

CONTINUE

Where do | enter my password?
Forgot your Unite 1D?
Forgot your password?

unite.un.org infosec.un.org ICT Policies ICT Standards iSeek un.org




RECORDING A WEBINAR

Step 4: Wait until this page pops up and then, click on "Start a Meeting".

OCHA Home | UN Home | Contact Us | Site Map

@) OCHA =

@ Manon v/ My Personal Room Join a Meeting
Enter the meeting number or the host's Personal Room ID. ©

() Home
£ weetngs MC
@ Recordings RecentRemonal B
{@} Preferences httpg://ocha.webex.com/meet/MC
ol Insights Start Meeting | v
(® Support A More ways to join @ Schedule a Meetir
b Download
English

Classic View Upcoming Meetings

Webex Training

Webex Events

b it You don't have any upcoming meetings

Step 5: Wait for this page to appear and load.

MC

Manon Clotilde ...'s Personal Room

Step 6: Wait until this page appears. Before clicking on "Connect Audio": make sure that
the option "Calling Using Computer" is selected, then verify that your microphone and
headphones are properly set up, to do that, click on "Change settings".

@ Manon Clotilde .. (Host)
’ Audio and Video Connection x
%, Select Audio Connection [k Select Video Connection
Call Using Computer v No Video v

Change settings

‘Your video is not snowing in the meeting yet.

Connect Audio




RECORDING A WEBINAR

Step 7: Wait until this page appears, then check that the audio and microphone are
functioning. If so, click on "ok".

o] Manon Clotilde ... (Host)

< Audio and Video Connection X

Computer Audio Settings

<]y Default - Speakers (4- Logitech USB Headset) (046d:0a0b) v

0 Default - Microphone (4- Logitech USB Headset) (046d:0a0b) v

S r3 D) f oA

Step 7 bis: When the audio or microphone does not work, click on " ", then click on the
appropriate device(s), then test the audio and microphone, and click on "ok".

[O] Manon Clotilde ... (Host)

< Audio and Video Connection x

Computer Audio Settings

¢]9 Default - Speakers (4- Logitech USB Headset) (046d:0a0b) 4

Default - Speakers (4- Logitech USB Headset) (046d:0a0b) v
Communications - Speakers (4- Logitech USB Headset) (046d:0a0b)
Speakers (4- Logitech USB Headset) (046d:0a0b)

Speakers / Headphones (Realtek High Definition Audio)

r3 A G T f e TAPM
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RECORDING A WEBINAR

Step 8: After testing and setting up the audio and microphone, with your mouse click on
"Connect Audio".

@ Manon Clotilde . (Host)
Audio and Video Connection x
"h Select Audio Connection Tk Select Video Connection
Call Using Computer ~ No Video ~
Change settings

Your video is not showing in the meeting yet

Connect Audio
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Step 9: Wait for this page to appear and load.

0] Manon Clotilde .. (Host)

Audio and Video Connection ®

Connecting to audio.

E| |
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Note: If this page takes more than 5 minutes to load, there might be a problem, see step 9.1 on

the next page (page 6).
Otherwise, go directly to step 10 on page 8.




RECORDING A WEBINAR

Step 9.1: If you are connected to the "XXX-Corporate" internet network, you may receive one
of the two error messages below.

o} Manon Clotilde ... (Host)
Audio and Video Gonnection x

We had a problem connecting to audio.

w

[ i s r3

® Manon Clotilde ... (Host)

Audio Connection x /l

Can't Call Using Computer
We're having a problem connecting
to audio using your computer.
Choose another audio connection
option or try again

Step 9.2: To solve this problem, go to your internet settings, choose and connect to WIFI

@ OCHA X (Q Meeting is in progress... x 4+ = X
< C @ https//ochawebex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfe60edfcdfddSfd?siteurl=ochaBitoken=QUhTSWAAAASZKEGvepmvF%2BwizBBARTeEHs 1kP%.. % 0O @ | @
@ Manon Clotilde ... (Host)

r)

| unog.un.org
Ce d

UNOG Workplace Connection

UNOG-Corporate
° G d

UNOG-Public-WiFi
Open

Other people might be able to see info you
5. d over this network

] Connect automatically




RECORDING A WEBINAR

Step 9.3: Once connected to the WIFI, click on e then on «Call Using Computer».

@ Manon Clotilde ... (Host)

Audio Connection

x
%z Call Me
The meeting will call you.

QE 1 will Gall In

Q Call Using Computer
Change setfings

9000000

Step 9.4: Wait for this page to appear and load.

® Manon Clotilde ... (Host)

Audio and Video Connection x

Connecting to audio

Cancel

221PM
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RECORDING A WEBINAR

Step 10: Once you are connected, this page will appear, as soon as you see the message
"Connected" on your screen, you can close this window.

Manon Clotilde ... (Host)

Audio and Video Connection x

N
NG

Connected

Step 11: To record a webinar, click on the recording icon " ", then click on "Record" to
start the Webex recording.

e

o]

P

@ Meeting is in progress...

C & https://octa.webex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfe60edfcdfdd5fd?siteurl=ochaitoken=QUhTSWAAAAQLXymF 1WrejRyzpGjsiPenHAKGZ7z.. ™ ¥ (O Q@ @ i

Manon Clotilde ... (Host)

This icon
must appear

NAC

Recorder X

Click the button to record on server

This icon has changed ool

(®) Record [ stop




RECORDING A WEBINAR

Step 12: While you are recording the webinar you can either put it on "Pause" or press "Stop"
to stop it completely.

Q Mezting is in progress... @® x + = %

& C & https://ocha.webex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfe60edfcdfdd5fd?siteurl=ocha&token=QUhTSwAAAATVXIsFTyGMB0tVyMSOdRxPqO5Ka.., =W 3¢ 0o @
(B\ Manon Clotilde ... (Host}

p The red dot appears
while recording a
webinar

NAC

Recorder %

« Recording..
00:00:22

00 Pause O stop

Step 13: When you pause the recording, the page appears as shown below. Click on "Resume"
to continue to record and/or on "Stop" to entirely stop.

Q Mesting is in progress... @ x + - x
<« Cc 8  https://ocha.webex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfe60edfcdfdd5fd?siteurl=ochatoken=QUn TSWAAAATVXIsFTyGME0tVyMSOdRxPqO5Ka... B ¥ 0o @ @

@ IManon Clotilde ... (Host)

3

NAC

Recorder *

» Meeting recording is paused.
00:00:38

[> Resume [ stop




RECORDING A WEBINAR

Step 14: After clicking on "Stop", this message will appear, then click on "Stop Recording".

Q Meeting is in progress... ® x +

< &

# https;//ocha.webex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfeb0edfedfdd5fd Psiteurl=ocha&itoken=QUhTSwAAAATVXIsFTyGME0tVyMSOdRxPqO5Ka...

= % 00 0

Stop Recording
If you stop recording now, and then start recording again later, a
separate recording file will be created

If you want to resume recording to the same recording file later,
click the Pause recording button instead

Don't show this message again

Cancel Stop Recording

Step 15: Once the meeting and the recording are over, click on " ", then on "End Meeting".

Q Meeting is in progress... @® x + - x
& c 8 https://ocha.webex.com/wbxmjs/joinservice/mtg/7322ac0e624d464dbfe60edfcdidd5fd? siteurl=ochafitoken=QUhTSwAAAATVXIsF7yGME0tVyMSOdRxPqO5Ka... ™ ¥ 0o @ @
(0] Manon Clotilde . (Host)

y

MC

End Meeting
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RECORDING A WEBINAR

Step 16: Wait until the home page appear, then go to the left-hand menu and click on "Recordings".

OCHA Home | UN Home | Contact Us | Site Map

United Nations Office
for the Coordination of
Humanitarian Affairs

@ Manon v My Personal Room Join a Meeting

Enter the meeting number or the host's Personal Room ID. O
() Home

Q Meetings M C

@ Recordings

{@} Preferences https://ocha.webex.com/meet/MC

M Insights Start Meeting ‘ v
@ Support A More ways to join @ Schedule a Meetin

i Download

English .
Upcoming Meetings

Classic View
Webex Training
Webex Events
Webex Support You don't have any upcoming meetings

Step 17: Wait until the "My Recorded Meetings" page pops up. The display of the recording can
take several minutes. If after 5-10 minutes your recording has still not appeared, refresh your
web page with the "(¥ " icon (in the blue frame below).
Once your recording is available you can: modify its name, share it and download it in MP4
format to modify it. Click on "¥_ " to download the file.

@ OCHA X () United Nations Office for the Co- X +

&« E & hitps://ocha.webex.com/webappng/sites/ocha/recording/home h* g [ e @

OCHA Home | UN Home | Lum*act Us | Site Map

\ Unitea ;!=tions Office
for the Coordina.>n of
Humanitarian Affairs

@ Manon v
My Recorded Meetings To refresh the
H )
(n) Home All(1)  Shared with me  Deleted (5) page
Q Meetings
@ Recordings Name Security Date v Duration Format

{é} Preferences

0ol Insights Manon Colas's Personal Room-20190521 1237-1
i

@ Support

i Download

e Click here to Click here to Click here to
download the file share the file change the

Webex Events n a m e fi I e

Webex Support

11



RECORDING A WEBINAR

Step 18: Wait for this page to pop up and then click on "Close Window".

QD United Nations Office forthe Co- X (@) Download file X 4+

<« C  # https//ocha.webex.com/mw3300/mywebex/nbrDownload.do?siteurl=ocha

Download file: Manon Colas's Personal Room-20190521 1237-1

The recording file is ready for downloading now:

Close Window

Waiting for ocha webex.com...

Step 19: Relocate the downloaded file in a place where you can easily find it.

@ United Nations Office forthe Co- X = +

< C @ hitpsy/ochawebex.com/webappng/sites/ocha/recording/home

OCHA Home | UN Home | Contact Us | Site Map

United Nations Office
for the Coordination of
St/ Humanitarian Affairs

@ Manonv

My Recorded Meetings

() Home All (2) Shared with me Deleted (5)

Meetings

) O

Name Security Date v Duration Format

©

Recordings

&

Preferences

MP4 L O

=
5
==

Insights

Support Manon

Personal Room-20190521 1237- MP4 R C)

< ® |

Download

English

Classic View

Webex Training
Webex Events

Webex Support

© 2019 Cisco and/or its affiliates. All rights reserved. Privacy Statement | Terms of Service

[&] manon colas's Pe...mpa A

‘ Show all

X
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STANDARD OPERATING PROCEDURES

Editing Webex recordingso with Windows Movie Maker

Module 2 : CUTTING THE BEGINNING AND/OR END OF A VIDEO

PRECISELY

In this first method you will learn how to cut the beginning of a video precisely.
Case scenario: For this video, we want to start from "00:01:30:000" (1 minute 30 seconds) instead
of "00:00:00:00:000:000".

Also, note that: If you would like to change the end time, you can follow the same procedure by
changing the "End Time".

Step 1: Open the WMM software. Wait until this page appears.

FILE EXPORT TOOLS HELP REGISTER ! d‘

My Album (0}

4 »l @ [ | 00:00:01 00:00.050
E T C,' ~

VIDEO/IMAGE TEXT/CREDIT TRANSITIONS MUsIC FILTERS O ELEMENTS

= = [} @ T ul 5 i 00:00:00.00 E] O] — — (]

00:01:36.00

13



CUTTING THE BEGINNING AND/OR END OF A VIDEO PRECISELY

Step 2: With your mouse, go to the top left bar. Click on "Tools", then on "Video Editing Tools".

EXPORT| _(TOOLS | HELP  REGISTER

| Add to Timeline | Apply after import

My Album (0] Video Editing Tools

Import images and videos

Apply after import

CRCNON |
| T = & (3 ]

VIDEO/IMAGE TEXT/CREDIT TRANSITIONS FILTERS OVERLAYS ELEMENTS 00:00:00.01

00:00:00.00 (=] e——

00:01:04.00 00:01:36.00

Step 3: Wait until this page appears (it may take a few seconds), then click on "Easy Cutter”.

| mport Files | | mport Folder ‘ ‘ Add to Timeline ‘ Apply after import

My Album (0)

p0:00.00 / 00:00:00.050 Eh ‘Q’ @ :c
ﬁ T ASPECTRATIO 16:9

VIDEO/IMAGE TEXT/CREDIT 00:00:00.01

——— (|

00:01:36.00

Text/Watermark Advanced Cutter Full Movie Maker




CUTTING THE BEGINNING AND/OR END OF A VIDEO PRECISELY

Step 4: Wait until the "Easy Cut" page appears (it may take a few seconds), then click on "Import
video". Import your video on the software.

-
U9 Easy Cutter - Movie Zilla

Import video

To import your video you
can click on:

"Import video"

OR . .
"Add video here to cut" The video will appear here

AdRgideo here to cut

00:00:00.00 /
A S )
hdd segment [ @ L ] 00:00:00.000

This slider indicates where
. O Preserve the selected area @ Delete the selected area
you are on the video Start Time: 00:00:00.000 £nd Time: TS

Beginning ribbon
The video storyboard will appear here

Keep Original Format'

“5E ‘EWdTﬁge ribbon Output Folder | .

Step 5: The "Easy Cutter" page will look like this. With your mouse use the precise editing tool
located in the yellow frame => "Start Time 00:00:00:000".

Import video

Unchangeable
start/end
indicator

Minutes

This zone
between the
two blue

[ ® = ] or1260801

— oz 35 ted area @ Delete the selected area

ribbons Start Time: 01:14:26.801 End Time:
corresponds to

“Preserve the
selected area"

Keep Original Format

Output Folder Ci\Users\colas01\Deskiop




CUTTING THE BEGINNING AND/OR END OF A VIDEO PRECISELY

Step 6: Make sure that "Preserve the selected area" is selected (see yellow frame). Change
the start time manually, with your mouse select " 00 ", then modify it using your keyboard.

er - Movie Zilla

Import video

Cash and IM webinar

25 April 2019

Keep Original Format

Qutput Folder C:\Users\colas01\Desktop

Step 7: After editing the "Start Time" and/or the "End Time" with your keyboard, click with your
mouse on "Add Segment", then click on "Export".

Import video
CASH & IM WEBINAR.MP4
[Source] 01:14:26.805 1280x720 1.85 GB
[Cutted] 01:12:56.801

N\,
N\,

This frame will appear
after you click on "Add
Segment".

Cash and IM webinar

25 April 2019

Output Folder C:\Users\colas01\Desktop

Keep Original Format




CUTTING THE BEGINNING AND/OR END OF A VIDEO PRECISELY

Step 8: After clicking on "Export", wait for this page to load. Follow the yellow frames: choose
the format, rename the video and define its location, then click again on "Export".
cd[H = B8 - *

[ Cel Easy Cutter - Movie Zilla

Import video
Export Setting

Format

"Continue". Then wait.

Cash 8 IM Webinar
Open Target

C\Users\colas01\Deskiop

12807720 . Settings

Keep Original Format
Ci\Users\colas01\Desktop

Output Folder

Step 9: After clicking on "Export", this page may appear. With your mouse click on
= [H & B -

wf: Easy Cutter - Movie Zilla

Import video
Export Setting

Format

Output Folder

Trial Hint
Open Target

Movie Zilla

Your copy of software is not registered and the outputted video will be added a watermark.
Buy a license to remove this limitation and enjoy all benefits of Movie Maker registered
version.

Continue

Register

Keep Original Format

Ci\Users\colas01\Desktop

17



CUTTING THE BEGINNING AND/OR END OF A VIDEO PRECISELY

Step 10: Wait until the next page opens (it may take a few seconds), then wait until the export is
complete (it may take a few minutes or a few hours depending on the size of your file), then close
the program.

Caution: do not close the window (see the yellow frame) before the download is complete.
Otherwise, you will have to start exporting the file all over again.

g Easy Cutter - Movie Zilla ¥ d‘ H—I = E] e X
Import videa
CASH & IM WEBINAR.MP4

[Source] 01:14:26.805 1280x720 1.85 GB

OCHA

[Cutted] 01:12:56.801

Cash and IM webinar

Keep Original Format

Qutput Folder C\Users\colas01\Deskiop

Note: To cut the end of a video, you can follow the same process, by changing the "End Time" and not
"Start Time".

18



STANDARD OPERATING PROCEDURES

Case Scenario: We want this video to start around the first minute «00:01:00:000» instead of
«00:00:00:000». Note: to cut the end of a video, you can follow the same process, by clicking on the
right hook or right ribbon.

Open the WMM software. Wait until this page appears.

| Add to Timeline | Apply after import

My Album (0)

Import images and videos

Apply after import

00:00:00.00 / 00:00:00.050
CRENON | : o @

= T — n @ @ ] ASPECTRATIO 16:9

VIDEO/IMAGE TEXT/CREDIT TRANSITIONS MUSIC FILTERS OVERLAYS ELEMENTS 00:00:00.01

= B w @® T B & B 00:00:00.00 B ] e—— ]

00:00:32.00 00:01:04.00 00:01:36.00

With your mouse go to the top left bar. Click on "Tools", then on "Video Editing Tools".

HELP  REGISTER

ovie Maker 1port Folder | | Add to Timeline | Apply after impart
My Album (0) Video Editing Tools

Import images and videos

Apply after import

00:00:00.00 / 00:00:00.050
CRENCHN | : =02 @
™ T = @) @ ~ ASPECTRATIO 16:9

VIDEO/IMAGE TEXT/CREDIT TRANSITIONS FILTERS OVERLAYS ELEMENTS 00:00:00.01

icsi [T ] h Y 00:00:00.00 () e——

00:01:04.00 00:01:36.00




Wait until this page appears (it may take a few seconds), then click on "Easy Cutter”.

| mport Files mport Folder ‘ ‘ Add to Timeline ‘ Apply after import

My Album (0)

Cut a video clip from the original video.

X
o” )0:00.00 / 00:00:00.050
P00, / RULRLURLS
h & b
Effects

ﬁ T ASPECTRATIO 16:9

VIDEO/IMAGE TEXT/CREDIT 00:00:00.01

Text/Watermark Advanced Cutter

Wait until the "Easy Cut" page appears (it may take a few seconds), then click on "Import
video". Import your video on the software.

"3 Easy Cutter - Movie Zilla

Import video

To import your video you
can click on:
"Import video"
OR The video will appear

"Add video here to cut" here

Add video here to cut

This slider indicates where e 00:00:00.00 /
. Add Segment [ @ ] 00:00:00.000
you are on the video

O Preserve the selected area @ Delete the selected area

Start Time: 00:00:00.000 End Time:

Beginning ribbon m

The storyboard will appear here
Ending ribbon

Keep Original Format

Merge all files into one
Output Folder Ci\Users\colas01\Desktop




The "Easy Cutter" page will look like this. Make sure that ”Preserve the selected area” is
selected (see yellow frame).

Bl casy Cutter - Mo

Import video

Unchangeable
start/end
indicator

This zone
between the
two blue i
rlbbons B 1420, ‘DE‘EtEthEEE;:E::i:: 0|:|426.801 C
corresponds to
“(Preserve) the
selected area”

00:00:00.00 /

Add Segment 01:14:26.801

[] Keep Criginal Format
Output Folder C\Users\colas01\Deskiop

With your mouse, click on "Play" to start the video, then press "Play" again to stop it at
the moment you want the video to start. Then click on the left hook (yellow frame) to cut the
beginning (and/or the right hook to cut the end). You can also play with the blue ribbons (see
dotted lines) to cut the beginning and/or end of your video. However, this method is less precise
than the previous method (module 2).

Import video

(9 (6

This slider indicates where, Add Seqment i Sick e

.
you are on the Video “ QO Preserve the selected area @ Delete the selected area
»

.
.
.

o
.
o

[] keep Original Format
Output Folder  [CAUsers\calas0i\Deskiop




CUTTING THE BEGINNING AND/OR END OF A VIDEO, WITH NO PRECISE
KNOWLEDGE OF THE MOMENT

Step 7 : After editing the "Start Time" and/or the "End Time" with your keyboard, click with
your mouse on "Add Segment", then click on "Export".

U@ Easy Cutter - Movie Zilla
Import video
CASH & IM WEBINAR.MP4

[Source] 01:14:26.805 1280x720 1.85 GB

[Cutted] 01:12:56.801

Cash and IM webinar

This frame will appear
after you click on "Add

Segment".
25 April 2019

Qutput Folder C\Users\colas01\Deskiop

Keep Original Format

Step 8 : After clicking on "Export", wait for this page to load. Follow the yellow frames
the format, rename the video and define its location, then click again on "Export".

ter - Movie Zilla

Import video

Output descriptions

Cash & IM Webinar
R SR SR
Format C:\Users\colasﬂl\DesktDp Open Target

Settings

Resolution: 1280*720

Size:  2410.22MB

Duration: ~ 01:12:56

Output Folder C\Users\colas01\Deskiop

Keep Original Format




CUTTING THE BEGINNING AND/OR END OF A VIDEO, WITH NO PRECISE

KNOWLEDGE OF THE MOMENT

Step 9: After clicking on "Export", this page may appear. With your mouse, click on
"Continue". Then wait.

3 Easy Cutter - Movie Zilla = o‘ = i= @ — x

Import video

Export Setting

Trial Hint *

Format Y MOVie Z|| Ia Open Target

Your copy of soft is not regi: d and the P d video will be added a watermark.

Buy a license to remove this limitation and enjoy all benefits of Movie Maker registered
version.

Register Continue

Keep Original Format

Output Folder  [EilSersicolastiDeckiop

Step 10: Wait until the next page opens (it may take a few seconds), then wait until the export
is complete (it may take a few minutes or a few hours depending on the size of your file), then
close the program.

Caution: do not close the window (see the yellow frame) before the download is complete.
Otherwise, you will have to start exporting the file all over again.

vf' Easy Cutter - Movie Zilla = OG __ = @ _ %

Import video

CASH 8L IM WEBINAR.MP4

[Source] 01:14:26.805 1280x720 1.85 GB

[Cutted] 01:12:56.801

C\Users\colasO1\DesktophCash & IM Webinar_trial_0.mp4

( 058

When finished: ESCHTERETEET |

Keep Original Format

Output Folder C:\Users\colas01\Desktop

Note: To cut the end of a video, you can follow the same process, by clicking the right hook or 23
right ribbon.



STANDARD OPERATING PROCEDURES

Module 4 : CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Case scenario: We want to cut a part of the video because of a sound problem. The section lasts 2
minutes 30 seconds. The section is situated between the 37th minute and the 39th minute.

We will follow the same process as in Module 2. We will edit the video twice. Therefore, we will
have two videos:

- one starting at 00:00:00:00:00:000 and ending at 00:37:00:00:000

- another one starting at 00:39:30:000 and ending at 01:13:13:49:000

Then we will combine them to have a single video, without the unpleasant soundtrack.

Step 1: Open the WMM software. Wait until this page appears.

FILE EXPORT TOOLS HELP  REGISTER Do H @ -

Apply after import
My Album (0)
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 2: With your mouse, go to the top left bar. Click on "Tools", then on "Video Editing Tools".

TOOLS | HELP  REGISTER

Movie Maker portfolder | [ Addto Timeline | Apply after import

My Album (0) Video Editing Tools

Import images and videos

Apply after import

CRENCN | ‘ G 52
ﬁ T ,:’ @) E E ASPECTRATIO 16:9

VIDEQ/IMAGE TEXT/CREDIT TRANSITIONS FILTERS OVERLAYS ELEMENTS 00:00:00.01

00:00:00.00 =] ——

00:01:04.00 00:01:36.00

Step 3: Wait until this page appears (it may take a few seconds), then click on "Easy Cutter”.

\ Fles | [ importfolder | [ AddtoTimeline | [ Apply afterimport

My Album (0)

| T

VIDEO/IMAGE TEXT/CREDIT 00:00:00.01

———— [

00:01:36.00

Text/Watermark Advanced Cutter Full Movie Maker




CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 4: Wait until the "Easy Cut" page appears (it may take a few seconds), then click on "Import
video". Import your video on the software.

U Easy Cutter - Movie Zilla o‘ __: i= @ —

Import video

To import your video you
can click on:
"Import video"

(0] . .
. = The video will appear

here

Add to cut
This slider indicates
where you are on the o e

video Start Time:
Beginning ribbon

Add Segment

m The storyboard will appear here
Ending ribbon

Keep Original Format
Merge all files into one n
Output Folder  |[ClUISers\calas0l\Deskiop

Step 5: Make sure that "Preserve the selected area" is selected (see yellow frame). Change the end
time manually > and changed " End Time 00:37:00:000", with your mouse select " 00 ", then
modify it using your keyboard.

U4l Easy Cutter - Movie Zilla

Import video

3Ws: What to capture

Cash assistance - both sectoral and multisector - should be
reported and captured through standard 3Ws

All 3W templates should include fields specific to cash

G H 1 J K
Modality Conditionality Restriction Transfer Value Per Hh| Frequency
(optional field) {for cash) Por Month (Usd) | of Transfer

Wmodaity Soutpuf +conditional  Woulput +reatricled Wvalue Hransfer $hh

This zone
between the
two blue
ribbons
corresponds to
“(Preserve) the
selected area"

Keep Original Format

Qutput Folder Ci\Users\colas01\Desktop
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 6: After editing the "End Time" with your keyboard, click with your mouse on "Add
Segment", then click on "Export".

Import video

CASH & IM WEBINAR.MP4

[Source] 01:14:26.805 1280x720 1.85 GB

[Cutted] 01:12:56.801 w

N\,
\,
N\,

\

This frame will appear ™ \ Cash and IM webinar

after you click on "Add

Segment".
25 April 2019

Add Segment

Start Time:

Keep Original Format

Output Folder CA\Users\colas01\Desktop

Step 7 : After clicking on "Export", wait for this page to load. Follow the yellow frames:
choose the format, rename the video and definite its location, then click again on "Export".

Easy Cutter - Movie Zilla

Import video

Output descriptions

Cash & IM Webinar
T 3 TR
Format C\Users\colas01\Desktop Open Target

Resolution: 1280%720 Settings

Size: 410.22MB

Duration:  01:12:56

Output Folder C:\Users\colas01\Deskiop

Keep Original Format




CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 8: After clicking on "Export", this page may appear. With your mouse click on "Continue".

Then wait.

B Easy Cutter - Movie Zilla

Import video
Export Setting

Trial Hint

Movie Zilla S

Format

Your copy of software is not registered and the outputted video will be added a watermark.
Buy a license to remove this limitation and enjoy all benefits of Movie Maker registered

version.

Continue

Keep Original Format

Qutput Folder C\Users\colas01\Deskiop

Step 9: Wait until the next page opens (it may take a few seconds), then wait until the export
is complete (it may take a few minutes or a few hours depending on the size of your file),

then close the program.
Caution: do not close the window (see the yellow frame) before the download is complete.

Otherwise, you will have to start exporting the file all over again.

U Easy Cutter - Movie Zilla
R e

CASH & IM WEBINAR.MP4
[Source] 01:14:26.805 1280x720 1.85 GB

[Cutted] 01:12:56.801

C\Users\colas01\Desktop\Cash & IM Webinar_trial_0.mp4
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Keep Original Format
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 10: Go back to the WMM home page, and get ready to follow the same procedure as

above for the second video.

HELP  REGISTER

mport Folder | | Add to Timeline ‘ Apply after import

Import images and videos

Apply after import
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Step 11: With your mouse, go back to the top left bar. Click on "Tools", then on "Video Editing
Tools".
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 12: Wait until this page appears (it may take a few seconds), then click on "Easy Cutter”.

\ Fles | [ importfolder | [ AddtoTimeline | [ Apply afterimport

My Album (0)

D0:00.00 / 00:00:00.050 . RA
_E':I PG

5= T ASPECTRATIO 16:9

VIDEO/IMAGE TEXT/CREDIT 00:00:00.01
]

00:01:36.00

Text/Watermark Advanced Cutter Full Movie Maker

Step 13: Wait until the "Easy Cut" page appears (it may take a few seconds), then click on "Import
video". Import your video on the software.

)
Ll Easy Cutter - Movie Zilla

Import video

To import your video you
can click on:
“Import video"

OR
"Add video here to cut"

Add video here to cut

[ > l 00:00:00.00 /

add 5
Add Segment 00:00:00.000

Keep Original Format

O Preserve the selected area | @ Delete the selected area

Merge all files into one
Output Folder CA\Users\colas01\Desktop




CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 14: Make sure that "Preserve the selected area" is selected (see yellow frame). Change the
end time manually > and changed " Start Time 00:39:30:000", with your mouse select " 00", then
e @ -

modify it using your keyboard.
Online resources: IM Toolbox

@] Coupe Facile -Movie Zilla
Cash and Information Management

[ L1

Importer Une Vidéc
Q

(=)
o

This zone
between the
two blue
ribbons
corresponds to
“(Preserve) the
selected area”
Conserver Le Format D'origine
Répertoire De S¢ |CAUSer\colas0\DEskion

with your keyboard, click with your mouse on "Add

Step 15: After editing the "Start Time"
Segment", then click on "Export".
vf: Easy Cutter - Movie Zilla d =l
Import video m
CASH & IM WEBINAR - COPY (2).MP4 3Ws: What to capture
[Source] 01:14:26.805 1280x720 1.85 GB
[Cutted] 00:37:00.000 K
R Cash assistance - both sectoral and multisector - should be
) . \ reported and captured through standard 3Ws
This frame will appear \ All 3W templates should include fields specific to cash
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after you click on
"Add Segment".

Keep Original Format
CA\Users\colas01\Deskiop

Output Folder




CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 16: After clicking on "Export", wait for this page to load. Follow the yellow frames choose
the format, rename the video and define its location, then click again on "Export".
; H &= B

Easy Cutter - Movie Zilla

Import video

Export Setting
Output desc

Cash & IM Webinar
Open Target

Ci\Users\colas01\Desktop

1280*720 . Settings

Format

Duration:

Keep Original Format
Output Folder C\Users\colas01\Deskiop

Step 17: After clicking on "Export", this page may appear. With your mouse click on
. Mg i= @ -

"Continue". Then wait.

23 Easy Cutter - Movie Zilla

Import video
Export Setting
) - Trial Hint
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Movie Zilla T T

Format
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Your copy of software is not registered and the outputted video will be added a watermark.
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Buy a license to
version.
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Keep Original Format
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Output Folder




CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 18: Wait until the next page opens (it may take a few seconds), then wait until the export
is complete (it may take a few minutes or a few hours depending on the size of your file), then
close the program.

L'l Easy Cutter - Movie Zilla
Import video
CASH & IM WEEBINAR.MP4

[Source] 01:14:26.805 1280x720 1.85 GB

[Cutted] 01:12:56.801

C\Users\colas01\Desktop\Cash & IM Webinar_trial 0.mp4

[ 0%
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Pause Cancel

Keep Original Format

Output Folder CAUsers\colas01\Desktop

Step 19: Wait until the downloads of both videos (two parts of the video) are fully completed
and then go back to the software's home page.

| Add to Timeline Apply after import
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Import images and videos

Apply after import
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 20: With your mouse go to the top left bar. Click on "Tools", then on "Video Editing Tools".

HELP  REGISTER

Easy Movie Maker [ Add to Timeline | 4] Apply after import

Video Editing Tools

Import images and videos

Apply after import

CEENON |
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Step 21: Wait until this page appears (it may take a few seconds), then click on “Joiner”.

| | [ importFolder | [ Addto Timeline | [ Apply after import

My Album (0)
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 22: Wait until the «Join Videos» appears (it may take a few seconds), then click on "Import
Video". Import the first video (00:00:00:00:000 - 00:00:37:00:00:000) into the software, then
repeat the process to import the second video (00:39:00:00:000 - 01:13:13:00:00:000). Make sure
that "Preserve the selected area" is selected (see yellow frame).

Import video

To import your video
you can click on:
“"Import video"
OR
"Add video here to
join into one"

Add video™here to join into one

Reset Apply to All 00:00:00.00 /
= = 00:00:00.000

® Delete the selected area

Start Time: [Lugaua 00:00:00.000 End Time:

Output Folder  [CUsers\calasOl\Deskiop

Step 23: Wait until your videos appear on the left. Then click on "Export".

Import video

CASH WEBINAR - PREMIERE PARTIE.MP4

[Source] 00:36:59.972 1280x720 958.11 MH

[Cutted] 00:36:59.972

CASH WEBINAR - COPYTRIM - DEUXIEME |

[Source] 00:34:19.847 1280%720 812,16 MB 2 4
¢
[Cutted] 00:34:19.847
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 24: After clicking on "Export", wait for this page to load. Follow the yellow frames choose
the format, rename the video and define its location, then click again on "Export".

L. Join Videos - Movie Zilla 5 d‘ i_ i= @ _

Impaort video

Export Setting

Format Output descriptions
Cash Webinar - Final

C:\Users\colas01\Desktop Open Target
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Output Folder CA\Users\colas01\Desktop

Etape 25: After clicking on "Export", this page may appear. With your mouse click on
"Continue". Then wait.
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Import video
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Format K )
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CUTTING A PASSAGE IN THE MIDDLE OF THE VIDEO

Step 26: Wait until the next page opens (it may take a few seconds), then wait until the export is
complete (it may take a few minutes or a few hours depending on the size of your file), then close
the program.

Caution: do not close the window (see the yellow frame) before the download is complete,
otherwise you will have to start exporting the file all over again.

Cd| Join Videos - Movie Zilla v o‘ S @ — ¥ 7_ Z -
Import video

WEBINA

[Source] 0

[Cutted] 0

[Source] 00:34:19.84'

[Cutted] 00:34:19.847

Gach o I webinar Ci\Users\colas01\Desktop\Cash Webinar - Final_trial 0.mp4

amm [ 0%

Output Folder  CAUsers\calas01\Desktop

37



