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Dashboard 

●​ This is the homepage once you login to your account. Depending on your role, your tab options at the top may vary. 

○​ User / Student: Dashboard --- Projects --- Media --- Exports 

○​ Lead / Teacher: Dashboard --- Projects --- Media --- Exports --- Groups 

○​ Admin / Owner: Dashboard --- Projects --- Media --- Exports --- Admin 

●​ “Recent edits” refers to content that you’re currently working on and recently opened.  

●​ Each thumbnail shows the duration (00m:52s), creation date (Jan 13th, 2020), and project (Tips & Tricks - Timeline) information 

about that particular edit.  

 



●​ MANAGE ACCOUNT 

○​ Privacy settings is how you will manage email preferences and account analytics.  

○​ Plan and payment is how you will find card information and downloadable invoice PDF files.  

○​ Connected apps is how you will connect to external sources such as YouTube, Google Drive, etc.  

○​ Manage personal data is how you can download an archive of your personal data, which can include copies of 

any videos you created. You can also select “cancel your plan” to deactivate your auto-renewal or “Permanently 

delete this account” to delete your account. 

 

○​ USED STORAGE on the left represents how much cloud storage is being utilized by your organization.  

○​ USED TIME on the left represents how many export minutes have been used by your organization.  

○​ The blue pencil icon at the top left of the account settings page allows you to update your account information.  

 



Projects 

●​ This is where collaboration starts. Personal projects utilize no collaboration tools, but Shared and Collaborative projects 

have multiple edits made by various users. The # of edits contained and project type will be indicated for each project.  

 

●​ Clicking on the + icon at the bottom right will allow you to create a new project.  

 

○​ Personal Projects can only be accessed by the creator.  

○​ Collaborative Projects allow members to access and modify any edits created in the project. Same point of 

view for the students and teachers.  



○​ Shared Projects restrict access to edits only to users that create them.  

■​ Teacher’s point of view 

 

■​ Student’s point of view 

 

Media 

●​ This is where you will find any content that you import or capture.  

●​ If you select the + icon at the bottom right, you will be able to import media from the local storage of your device, or you 

can sign into an external source and import media from Google Drive, Dropbox, OneDrive, etc.  

 



 

●​ The “Shared with everyone” tab allows you to add content that is accessible to anyone in your organization.  

●​ When you select a media file, modification icons such as moving, sharing, renaming, and deleting will pop up.  

 

●​ You can also filter your media files based on Name, Date created, Size, and Duration.  

 



Exports 

●​ This is where all of your finalized videos can be found.  

 

●​ Each export will have its own unique URL and details at the bottom. 

 

 

 



Admin 

●​ The Admin tab is utilized for administrative settings including license management, role permissions, group activity, and 

usage reports.  

 

●​ Admin → Members 

○​ This is the page for license management that displays information such as the number of used licenses and user 

information including name, email, joined date, last activity date, storage used, and groups. 

  

 



○​ Selecting ADD MEMBERS prompts a popup that displays the five available methods of adding users into your 

organization.  

 

○​ Invite Code 

■​ This method is commonly used for adding users with existing personal free accounts into your organization.  

 

■​ Users on personal free accounts can select APPLY CODE to input the Invite Code and join your organization. 

  



 

○​ Registration Link 

■​ This method is used for creating new users and adding users with existing personal free accounts into your 

organization. 

■​ With “Automatically accept members” not checked, you will need to approve each user before they can join 

your organization.  

■​ With “Add them to a specific group” checked, you can simultaneously add a user into your organization and 

into a specific group.  

■​ You can modify the role they are assigned upon joining your organization. Changing the role or checking the 

box for the available options will modify the invitation link.  

 

○​ Sync with Google 

■​ This method is used for configuring a connection between an organization's G-Suite OU’s and their WeVideo 

account. Upon selecting the “Log in with Google” SSO option, a user will be added into their organization 

automatically without needing to do any account setup.  

■​ Please refer to this page for information about configuring Google Sync.  

https://wevideo.zendesk.com/hc/en-us/articles/211813297-Syncing-your-Google-Domain-with-WeVideo


 

○​ Sync with Office 365 

■​ This is a similar functionality to Google Sync, except there are no automatic updates and it connects to 

Microsoft Azure groups. Please refer to this page for more information.  

 

○​ Import from CSV 

■​ This method is utilized for bulk-creating new accounts by importing a CSV file. There is a template provided 

that the user can download to properly format their file.  

■​ Only new accounts can be created with this method, existing personal free accounts in WeVideo cannot be 

added this way.  

 

https://wevideo.zendesk.com/hc/en-us/articles/217296927-Syncing-Office365-for-Education-with-WeVideo


●​ Admin → Settings 

○​ This is where you can modify the permission settings for each role. Each role on the left has its own permissions. 

○​ The Global tab has settings for the whole organization such as disabling/enabling the Essentials Library or 

Templates.  

 

○​ Some commonly used permissions: 

■​ “Allow Student to invite members from”  

●​ “Any group or all members” - any user can add any other user to a project 

●​ “Groups they belong to” - users can only invite other users to a project if they are in a group they’re in 

●​ “N/A (No invitations allowed) - users cannot invite other users to a project 

■​ “Allow Student to change the privacy settings on exports” 

●​ This disables / enables the lock icon for exports that allows users to change the privacy setting. 

■​ “Allow Student to download finished exports” 

●​ This disables / enables the arrow icon for exports that allows users to download it to their device. 

●​ Admin → Groups 

○​ This tab shows a list of all of the groups both that you created (My groups) and groups that were created by other 

users with either the Teacher or Admin role (All groups).  

○​ Within a Group, you will see a tab for Members in which you can view who is in the group, a tab for Projects to see 

who is currently working on content, and a tab for Exports to view all finished videos.  

○​ Select ADD MEMBERS TO GROUP to add members to the group either with a Registration Link or Invite Code. 

You can also manually select members to add to the group.  

○​ Select ADD/CHANGE MANAGER to modify who can view all of the content within the group. The manager can also 

create new group projects.  

■​ Click on a user to add / remove them from the manager role.  



 

●​ Admin → Reports 

○​ This tab shows data for used licenses, storage, and time.  

○​ You can also show data per month for information such as users uploading, logging in, editing videos, and 

exporting.  

 

 

 

 



Settings 

●​ You can navigate to the account settings page by either selecting MANAGE ACCOUNT in the Dashboard tab, or by 

selecting your profile icon at the top right of the screen and then clicking “Account settings”.  

●​ The bar on the left side of the screen displays information such as what kind of subscription you’re on and how much 

used storage / time you have used up.  

○​ Used storage refers to the amount of cloud storage your media is taking up in GB.  

○​ Used time refers to the amount of publish time used in total on exports. This refreshes each month.  

●​ The Connected apps section is where you can connect to external sources such as YouTube, Dropbox, and Google 

Drive in order to import media or export videos to those destinations.  

●​ The blue pencil icon at the top left of the page allows you to modify account details such as username and password.  

  

 



Inside The Editor 

●​ The editor consists of three main parts: content, preview, and timeline. 

○​ Content (1) - This section of the editor is where you will find access to the Essentials Library, your media, motion 

titles, audio tracks, and transitions.  

○​ Preview (2) - This is where you can view previews of any media clips, motion titles, or transitions prior to adding 

them into the timeline. 

○​ Timeline (3) - This section contains all of the content in your video. Any time you add media, captions, or effects to 

your video, it will be here. When you preview your video in the timeline, the blue playhead will move throughout the 

track and your video will be shown in the preview (2) box.  

 

●​ The tabs in the content section of the editor provide various ways of adding media and other effects.  

○​ Stock media 

■​ The content of the Essentials Library can be found here. You can filter based on file type.  

 

https://wevideo.zendesk.com/hc/en-us/articles/360001256094-Essentials-Royalty-free-stock-media-for-your-stories


○​ My media 

■​ This is the same content you will find in your Media tab, only it is accessible from within the editor.  

■​ The Import icon prompts you with the same importing popup from the Media tab. Any content you import will 

be accessible within the editor and will also be saved to the Media tab.  

■​ The Record icon allows you to either screen record, webcam record, or both simultaneously. For more 

information, please refer to this article.  

■​ The Narrate icon allows you to create a voiceover. For more information, please refer to this article.  

 

○​ Text 

■​ This tab includes access to our motion titles, static captions, and callouts.  

 

○​ Audio 

■​ Along with access to 125K+ music assets in the Essentials Library, we also offer this Audio tab for free and 

premium music provided by WeVideo.  

https://wevideo.zendesk.com/hc/en-us/articles/214826268-Screen-Recording
https://wevideo.zendesk.com/hc/en-us/articles/214825148-How-to-record-and-add-a-voiceover-


 

○​ Transitions 

■​ This tab includes effects that you would apply to the beginning or end of a clip, such as fading in or out. A 

transition cannot be placed into the timeline if it is not attached to a media clip.  

■​ When you drag it into the timeline, it will be highlighted green if it is acceptable placement and red if it is not.  

 

○​ Backgrounds 

■​ This tab offers backgrounds that can be utilized with a green screen, overlays that are animated pieces of clip 

art, and frames which can add an additional layer of visual effects in the edit.  

 


