Captions in Zoom
(Step-by-Step Setup Demonstration)
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Set up captions and subtitles

Sign into the Zoom web portal.

In the navigation panel, click Settings.

Click the Meeting tab and again click In Meeting(Advanced) tab.
Verify that Closed Caption is enabled.
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If the setting is disabled, click the toggle to enable it. If a verification dialog displays, click Turn

On to verify the change.

6. (Optional) If you want to make this setting mandatory for all users in your account, click the
lock icon, and then click Lock to confirm the setting.

7. (Optional) If you allow participants to save full captions/transcripts, click Save Captions to

verify change.
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Starting closed captioning and Transcription in a webinar session or a meeting

1. In aZoom meeting or webinar that you are hosting, click Live Transcript and then, click Live
Transcript in the pop-up window.
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2. (Optional) Click one of these options:

X

Assign someone to type

Assign a participant to type | will type

Use a 3rd party CC service

Copy the API token

Copy this tokenand paste it to a third party Closed
Captioning tool

Live Transcript

Enable Auto-Transcription

= To Assign a participant to type: Opens the participants window. Hover over the participant's
name and click More then Assign to Type Closed Caption.
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= | will type: Opens the closed captioning window for you to manually type closed captions.
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Use a 3rd party CC service

Type here, press Enter to broadcast

= Copy the API token: Copy the URL that you can provide to a third-party closed captioning
service to integrate the service with your meeting.

Entering closed captions as a participant

1. Once the host assigns you the ability to type closed captions, a notification will appear in your
meeting controls.

The host has assigned you to type Closed Caption. 5
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Record Closed Caption

2. Click Closed Caption. This will open up the closed caption box.
3. Type the caption in the box and press Enter to submit it.



Using closed captioning in breakout rooms

o - If you're the meeting host, we recommend using a third-party closed captioning service if you
want closed captions in breakout rooms.

- If you want to a participant to type closed captions, make sure you assign them permission to
type closed caption before starting the breakout room sessions:
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o You can only assign one participant to type closed caption, meaning only one breakout room
will have closed captions after you start the breakout room sessions.

After you start breakout room sessions, participants can click Closed Caption in the meeting
controls to view closed captions.

Viewing and save closed captioning via desktop

If closed captioning is available during a meeting or webinar, you can view closed captions as a
participant in the Transcription pop-up window. You can also view closed captioning in a Zoom Room.
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If closed captioning is available during a meeting or webinar, you can save the transcript into your own
computer device, by click Save Transcript at the bottom of the Transcription pop-up window.
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Viewing captioning via mobile app

Sign into the Zoom mobile app.
Tap the Settings icon. @

Tap Meeting.

Toggle Closed Captioning to on.

PwWwnNPE



When you are in a meeting where closed captioning is available, they will automatically appear on the
bottom of the screen.

(Optional) To adjust the caption size

1. To adjust the caption size, place your cursor on the CC icon and click “Subtitle Settings...” in the
pop-up window.

2. Click Video Settings then Accessibility.

3. Move the slider to adjust the caption size.

Hide Subtitle

Close Full Transcript

Subtitle Settings...
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Closed Caption Font Size: ®
Normal Medium Large

These are default (small) sized subtitles.

Using audio transcription for cloud recordings

Audio transcription automatically transcribes the audio of a meeting or a webinar session that you
record to Zoom cloud. After this transcript is processed, it appears as a separate VTT file in the list of
recorded meetings. You have the option to display the transcript text within the video itself, which is
similar to a closed caption display. You can also to view, search and edit the transcript via a text
editor/word processing application, or the web portal

(Optional) If you wish to save the recording of a webinar session or a meeting, you could first follow the
abovementioned steps to set up the closed captions, before the beginning your webinar. And then, click
the Record button in Zoom room and select Record to the Cloud option in the pop-up window at the
bottom of Zoom navigation panel.
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Once the recording has been stopped, the recording must be processed before viewing. Zoom will send
an email to the host's email address when the process is completed. There will be two links in the email,
the first will be for the Host-only, to manage the recording. The second link will be for the participants.

Participants can view the transcripts in each of recording formats, that is, Speaker view, Audio-only, and

text-based Audio transcript.
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