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Downloading and using the software 

• Once you have an Echo360 account, log into echo360.ca and click the gear icon in the top 

right, then click “Downloads”  

 

 

 

 

 

 

 

 

 

• Select the correct software download for your device. 

 

 

• Once the software is downloaded, launch the software by clicking on “Echo360 Universal 

Capture”  
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• Once the software is launched, your screen should look like this:  

 



• Here is a breakdown of all the features available in Universal Capture: Personal  

 

 



• With Universal Capture: Personal, you can record the camera built into your device, the built in 

microphone and your laptop screen. You can customize what you would like to be recorded 

using the drop down menus. You can also record an external camera or microphone, but they 

must be connected to your device and you can select that device in the drop down menu.  

 

• Publish your capture to your personal library, or straight to an Echo course.  

• Once you have stopped your capture, the capture will be uploaded to Echo360.com for 

processing, you will have (describe how you cannot close your laptop until you see “Capture 

Complete” 

 

Broadcast Live using Universal Capture: Personal 
Universal Capture: Personal now has the ability to broadcast live remotely. Set up in the software is 

relatively the same, but when you click the pencil icon there is a “Live Stream” button in the bottom 

corner. Also, you cannot live stream to your Library, you must select a course so that users can view it.  

Please note: Livestreaming through Universal Capture will cause a 20-30 second delay to your viewers.  



 

When livestreaming is selected, it automatically defaults to a 4 hour window. So if you start your 

recording at 11am, the time will say from 11-3 on your class.  

 

If you plan on only recording for an hour instead of 4, this green LIVE button will appear until the 

designated end time. So in this example, I ended my recording at 11:30 am, but the LIVE button will be 

showing until 2:58pm. You can edit the time of your actual lecture by clicking the pencil button.  



 

Then click “OK”. You will notice that my green LIVE button has disappeared since it is past me end time.  

 

 

Accessing your Echo courses 

• The Echo courses that you are added as an instructor will appear on your Echo homepage, 

under the “Courses” tab.  



 

 

• Click on your course to view the captures that have been posted. If your symbols are green, the 

captures are ready to be viewed. You can also add a PowerPoint presentation or PDF files 

alongside your video by clicking the blue plus sign. 

 

 



Accessing your Echo library 

• To access your personal library, click the “My Content” tab on your homepage. Here you will 

find all video captures as well as presentation files that you are the primary owner of, as well as 

the files that have been shared with you from other accounts.  

 

 

Posting a video from your library to an Echo course  

• Hover over the video you would like to share from your 

library and locate the three white dots in the bottom right 

corner. Click on that button, then click “Share”.  

 

 

 

 

 

 

• A new window will appear. Click the “Class” tab on the top and select the course from the 

dropdown menu. Then select the corresponding term and section for the course.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Then select the “New Class” tab in the middle of the page. This means that you are uploading a 

new file. Here you can re-name your file and add a description, you do not need to fill out the 

start date, start time or duration. You can also decide when you would like to make the video 

available or unavailable to students enrolled in your Echo course.  

 

 

 

 

 



 

Adding a Presentation to your capture  
Once you have published a recording to a course, a blue plus symbol will appear beside it. This is where 

you can add a presentation. Currently, only .ppt and .pdf files are accepted. 

  

 



Click on the blue plus symbol and you will see 3 options:  

 

 

Upload a file: Uploading a presentation from your computer, Dropbox, Google Drive, One Drive and 

more. Once it is published it will automatically save to your Echo library. 

Import from your library: Adding a presentation that has already been uploaded to your Echo library. 

You can upload your presentations to your library by clicking the “Upload” button on your homepage.  

Create a new presentation: Create your own presentation inside Echo. Once this is published it will 

automatically save to your library.   

 

 

 

 

 

 


