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Overview of Playlists 
A playlist is a “collection” of videos or video segments that have a related curriculum 

theme or objective. 

Playlists can be organized into folders. 

Playlists can be shared with others in a school. Playlists that are shared with a school can 

only be edited by the person who created the playlist. However, users can “copy” a 

shared playlist into their own accounts and then edit their copy of the playlist if desired. 

Playlists can be shared with specific people through an “export/import” process. Imported 

playlists can be edited by anyone who imports the playlist. 

Organizing Playlists 

Creating Folders 

Click on Playlists in the navigation menu. 

Click on My Playlists on the left. 

Click on the Create button. 

Type a name for the folder and press the Enter key. 

Note: Folders can also be created within folders. 

To Delete or Rename a folder, click on the folder and then click on either the Delete or 

Rename button. 

Moving Playlists into Folders 

If playlists have been created and have not been organized into folders OR if a 

playlist is in the wrong folder, click on the Organize 

button located in the upper right corner. 

Click on My Playlists on the left OR click on the 

name of folder that contains the 

playlist that needs to be moved. 

Check the box in front of the 

playlist(s) that needs to be moved, 

then click on the Move to Folder 

drop-down box and choose the desired 

folder. 

Click on Save. 

Note: The playlist should now show the folder it has been 

moved to.  

To return to the list of playlists, click on the Playlist View 

button located in the upper right corner of the window. 
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Creating a New Playlist 

In My Playlists, click on the folder where the playlist will be stored. 

Click on the New button located in the upper right corner of the window. 

Enter information about the Playlist, i.e. Title, Subject, etc. 
Decide whether the playlist will be shared or not.  

o Note: Playlists must be shared to the School before they can be shared to the

District. Playlists also must contain at least one media title before they can be

shared to the District.

Click on Save. 
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Adding Media to a Playlist 

Click on Playlists in the navigation menu and click on the playlist that you are going to 

add media to.  

o Note: The playlist will become the first playlist in the list of playlists and it will

also become the Active Playlist.

Click on Search, Subjects, or Standards in the navigation menu and search for the 

desired media. 

Click on the Add to Playlist button  next to the media title to add the entire media file 

to the active playlist OR click on the title of the media to see the details about the media. 

In the Actions section, click on Add to Playlist  to add the entire media file to the 

active playlist OR if the media is a video, click on Chapters and Key Concepts to find 

pre-segmented clips then click on the Add to Playlist button  next to the desired clip 

to add the video clip segment to the active playlist.  

o Media clips that have already been added to a playlist will have a red checkmark

 next to video title. 

Continue searching for and adding the desired media to the playlist. 
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Bookmarking and Adding a Segment of a Video to a Playlist 

Click on the Play button to start the video 

playing in the Safari Media Player. 

o Note: If the video is not playing, the

Bookmark Video Segment options will

not be visible.

Use the “scrub” bar to move to the desired 

starting point of the video segment. 

In the Bookmark Video Segment box, click on 

the Start Point link. This will set the time for 

the starting point of the video segment. 

Use the “scrub” bar to move to the desired 

ending point of the video segment. 

In the Bookmark Video Segment box, click on 

the End Point link. This will set the time for the 

ending point of the video segment. 

To preview the video clip segments, click on 

Preview Segment. Make any adjustments to the start and end points as needed. 

Click on Save to Playlist to add the bookmarked segment to the active playlist. 

Scrub Bar
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Viewing and Managing Media in a Playlist 

Click on Playlists in the navigation menu and locate the desired playlist. 

Click on the title of the playlist to see the details and media files that have been added to 

the playlist.  

To play a specific media file, click on the Play  button located in front of the title of 

the desired media file. 

o Note: Clicking on the Play  button located next to “Segment From:” will play

the full version of the media file rather than a particular chapter or key concept of

the media.

Use the buttons beneath the media file to: 

o  - Move the media file up or down in the list. 

o - Duplicate the media file.

o  - Add comments about the media file. 

o - Delete the media file.
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Playing an Entire Playlist 

Click on Playlists in the navigation menu and locate the desired playlist. 

Click on the Play  button located next to the title of a playlist to automatically begin 

playing the entire playlist  
OR click on the title of the playlist to see options for manually playing a playlist. 

To play all of the media files in a playlist in an adjacent order, click on Automatic or 

Manual. 

o Automatic – Plays the slide show non-stop in the Safari Media Player.

o Manual – Plays the slide show in a full-screen version of the Safari Media Player

and stops at the end of each title. Previous and Next buttons allow the user to

navigate between media files.

Note: Playlists that contain mixed media files, i.e. videos, images, audio, etc., will not 

start playing automatically. These playlists can only be played using the Manual option. 
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Sharing a Playlist 

Click on Playlists in the navigation menu and locate the desired playlist. 

Click on the Share button located to the right of the playlist title.  

o Note: When the Share button is clicked, it will then change to an Unshare

button.

Note: Sharing a playlist will allow others in the same 

school or location to see the playlist. The playlist will 

show up in School Playlists and will be marked as Read 

Only except for the person who created the playlist. This 

means that others can view the playlist, but they will not 

be able to edit the playlist. 

Making a Copy of a Shared Playlist 

Click on Playlists in the navigation menu. 

Click on School Playlists in the left menu to see all playlists that have been shared with 

the school. 

Click on the Copy button located to the right of the desired playlist. 

Make any changes to the information for the playlist as desired, i.e. Title, Folder, etc. 

Click on Save Copied Playlist. 

Note: To see the copied playlist, click on My Playlists and then click on the folder the 

playlist was saved into. 
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Setting Permissions for a Shared Playlist 

By default, a playlist that is shared with the school will be visible to everyone in the 

school who has access to Safari Montage. Setting permissions lets a user control who can 

view a particular playlist. 

Click on Playlists in the navigation menu and locate the desired playlist. 

Click on the Permissions button. 

o Note: If there is not a Permissions button, click on the Share button to share the

playlist.

Click in the Grant Permissions To drop-

down box, and choose User Types. 

Check the boxes next to the user groups that 

you would like to share the playlist with. 

Click on Save. 

Note: The user types that are currently being 

used in Davis District are: 

o Teacher (w/upload)

o Student
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Exporting a Playlist 

Note: To share a playlist with someone who is not at your school or location, you will 

need to export the playlist as a file and then send it to the person you would like to share 

it with as an email attachment. The person would then need to save the attached file to 

their computer and then import the file into their Safari Montage account. 

Click on Playlists in the navigation menu and locate the playlist that is going to be 

exported.  

Click on the Export button located to the right of the Playlist title. 

Click on Save. 

Navigate to the location where the playlist will be saved on the computer, i.e. Desktop, 

My Documents, etc. 

o Note: Exported playlists are saved as .MPLS files.

Click on Save. 

Click on Close. 

Importing a Playlist 

Click on Playlists in the navigation menu.  

Click on the Import button located in the upper right corner of the window. 

Click on Browse and navigate to 

the location of the file. 

Click on the name of the file and 

click on Open. (Remember the 

file will have an .mpls extension.) 

Click on the My Folder drop-

down box and choose the folder 

where the imported playlist will 

go. 

Click on the Upload Playlist File button. 
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Getting a Permanent Link for a Playlist 

Click on Playlists in the navigation menu and locate the desired playlist. 

Click on the name of the playlist to open the playlist. 

Click on Permanent Links located to the right of the title of the playlist. 

Right-click on the link and choose Copy Shortcut to copy the link. 

The link to the playlist can now be pasted into an email, on a PowerPoint slide, on a 

webpage, or in any other application. 

Note: The playlist needs to be “shared” or no one will be able to access the playlist. 




