
Preparing Video Files

for Submission with a Symposium Article

Video files may be included in Symposium articles.  Video files in that illustrate points in your article are 
welcome.  Video files are especially effective when combined with notated music examples or other 
graphics files in articles.  

Video files are placed within the text of the article.  Conventions within the text such as “As the following  
video demonstrates, …” or “A video example will underscore this point.” will direct the reader to the 
video that will immediately follow and be available for viewing.  

Video files are hosted on Symposium’s private account on YouTube.  This enables Symposium to take 
advantage of YouTube’s high-definition presentation and large file sizes.  All video files must be submitted 
to Symposium in mp4 format.  If you have questions concerning YouTube’s capabilities, please consult 
YouTube’s support file located here:  https://support.google.com/youtube/answer/1722171?hl=en

Submitting Video Files to Symposium

Video files are transmitted to Symposium separately from the article .doc or .docx text file via the section  
Video Files on the online form.

If your article includes video files, kindly note the following guidelines.

Video preparation is a two-step process:

(1) Create a video with compelling content

We assume your video has already been created, produced, captured, and edited for viewing, and that 
the video is stored in some appropriate digital video format – typically DV or AVI – on your hard drive.  If 
so, proceed to step 2 to encode the video.

However, if your video is stored on a DVD and can be played in a DVD player, you must extract the 
video from your DVD.  Extraction software is required.  This will extract and recombine the audio and 
video segments from the DVD format.

One such extraction program is Handbrake.  Here are the instructions for using Handbrake:

https://support.google.com/youtube/answer/1722171?hl=en


INSTRUCTIONS FOR HANDBRAKE

Download the program here: http://handbrake.fr/downloads.php

1. Insert the DVD you want to convert and open Handbrake.

2.  In Handbrake, click "Source" at the top left corner.  (It's the clapboard icon)

3. Click on the DVD under "Devices" and click "Open."  Wait for it to load – it may take a minute or two.

4. Under "Video Codec" select MPEG 4.

5. Under "Video Quality" drag the little arrow all the way to the right to select the highest video quality. 

6. Click "Start" at the top left and the DVD will scan, creating a video file. 

You may be able to find other freeware or shareware programs that will accomplish this task

(2) Encode the video for inclusion in your Symposium article

Once your video files are created, digital video must be compressed and formatted for online delivery.  
Otherwise, the files will be too large and download by readers of your article will take far too long.  
Compressing and formatting digital video for online presentation is called encoding.  This will require 
encoding software.

The software that performs encoding is called a codec.  One or more codecs are built into various 
programs for compressing and preparing video.  Codecs are designed to produce a video file in one of 
the major video formats.  Please encode your video in mp4.  Once encoded and saved in mp4 format, 
your video files are ready for transmission to Symposium.

One such encoding program is MPEG Streamclip.  Here are the instructions for using MPEG Streamclip:

INSTRUCTIONS FOR MPEG STREAMCLIP

Download the program here: http://www.squared5.com

1. Open up MPEG Streamclip.  Click File>Open Files. Locate the video file and click "Open"

2. Click File>Export to MPEG-4

3. Click iTunes.  Select either Apple TV 4:3 (SD) or Apple TV 16:9 (SD), depending on how you want the 
video to display. 

4. Change Compression to Apple MPEG 4 Compressor

5. Quality: Drag to 100%

6. Click Make MP4. It will scan and the video file will be created.

You may be able to find other freeware or shareware programs that will accomplish this task.

http://handbrake.fr/downloads.php
http://handbrake.fr/downloads.php


(3) Upload Your Video File(s) to Symposium

To upload video files with a Symposium article, do the following:

1. Make sure the video file names have no spaces or special characters.  Name them according to 
their location in the article (e.g., video_example_1.mp4).

2. Make sure the video files are in mp4 format.  

3. On your local computer – in Finder or Windows Explorer – select all video files included in the 
article.

4. Right click the selected video files and choose ‘Send to -> Compressed Zip Folder’. Name it as 
the name of the author and label it as video (e.g., smith_john_video.zip).

5. Note where you have saved the file and upload it from this location in the “Article Video” section 
of the submission form.


