
How to moderate a Mediasite Q&A? 
Moderator info 
  
How to create your My Mediasite profile? 
  
You will need a My Mediasite profile so you can be added as a moderator to Mediasite 

weblectures. 

  
1. Go to https://weblectures.leidenuniv.nl/Mediasite/MyMediasite/settings/profile  

and fill out your Name and Email Address (use your university email address!). Click 
“Continue”. 

 

  
 

2. You will now get the following confirmation screen. You can close this window. 
  

 
  

3. Go to https://weblectures.leidenuniv.nl/Mediasite/MyMediasite/settings/profile 
again if you want to adjust any profile settings 

  

https://weblectures.leidenuniv.nl/Mediasite/MyMediasite/settings/profile
https://weblectures.leidenuniv.nl/Mediasite/MyMediasite/settings/profile


 
  
Tip: Navigate to the ‘Notifications’ menu item and deselect “Email” under Moderator 

 Notifications if you do not want to receive emails off sent-in questions.  
  

 
  

4. Provide the weblecture planner with your details (ULCN username, display name and 
email address). They will now be able to add you as moderator to individual 
Mediasite weblectures and will provide you with a link to the Moderator page.  

  
  
How to moderate incoming questions? 
  
As a moderator you will be keeping track of incoming questions in the Moderator overview 
page. You will receive a link to a Moderator page for each individual livestream (or you can 
change the word “play” in the URL link to “moderate” to gain access to the Moderator 
page). Do not share the Moderator link with students. 
  
Newly submitted questions will be added to the left column on your Moderator overview: 
 



 
 
  
For each incoming question you can: 

• Mark it as accepted 

• Delete it 

• Reply by email (if the student has submitted their email) 
  
Once marked as accepted the question will shift to the right column. The student view does 
not feature an overview of questions so they will not see if their question is accepted. This is 
more for you as a moderator to decide which questions should be dealt with during the 
livestream. 
 

 


