ACTIVATING CLOSED CAPTIONS IN ZOOM
(Pro Account)

Setting up Closed Captions in Zoom Pro:

(Zoom Pro is the least expensive Zoom paid subscription)

There is a YouTube video that corresponds to this document. You need to click on the
link to view the video. You may share with anyone you wish. The video includes:

updating zoom; initiating settings; creating a new meeting to test captions; how to use
the caption settings.

I am on Zoom Version 5.4.4. Here is where you update your zoom account, which is
good to do. No matter what version you are on, it will accept an upgrade: Click here:
To activate the closed caption settings, go to

Sign in and click on My Account (top right corner)

Click on the settings (left menu)

Scroll down the settings, near the bottom, you can turn on Closed captions.

Be sure you click on Save:

igna
id closed
Enable live transcription service to show
transcript on the side panel in-meeting
Save Captions C
Allow participants to save fully closed captions
or transcript:

You enter the meeting, as a host on a computer:

Click on the CC Icon at the bottom

cc
...or sometimes it is in the 3-dot "more” menu on bottom right.
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Then click on Enable Auto Transcription (at bottom)

X
Assign someone to type

Assign a participant to type 1 will type

Use a 3rd party CC service

Copy the API token

§  Copy this token and paste it in a third party Closed
captioning tool

Live Transcript

Enable Auto-Transcription

Captions should begin.

Caption Tips for the Participants:

Position the captions on the screen: Click on the caption box and drag the box to
where you want it on the screen:

this box around the screen.
1'm giving you directions in the word doc, that is
)coming your way. N

Resize the captions: (not available on iPhone or iPad)
Click on Live Transcript (or the up arrow)

Click on Subtitle Settings

Hide Subtitle

View Full Transcript

Subtitle Settings...

.. OR...

Click on “*More” Menu
Click on Subtitle Settings
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Live Transcript
Hide Subtitle

View Full Transcript

Subtitle Settings...

Breakout Rooms

Support

View: Gallery vs Speaker

Captions work best with Speaker view since the captions appear under the speaker.
For Gallery View I have turned off the captions (Hide Subtitles) and view the

Full Transcript, as described below. As it transcribes, it identifies the speaker by the
speaker icon & name. Just experiment and see what works for you.

Full Transcript (not available on iPhone or iPad)

As in the pictures above, click on “View Full Transcript” and you will see:

% Transcript
X Close
2 Pop Out

.g
09:32

Testing. Testing.

Carolyn Odio

4!

09:32:48

These are captions

09:32:51

and | want to be sure that you know how to move this
box around the screen.

09:32:59

I'm giving you directions in the word dog, that is
coming your way.

09:33:38

| didn't mean to do that.

09:33:59

Here we go.

09:39:33

size.

09:45:42

setting

09:45:50

setting.
Save Transcript |

Click on the up arrow to see the “Pop Out” command at the top. This will create a
separate transcript window, which you can move around to position on your desktop, as
you wish.

If the host has activated the setting, you will see “"Save Transcript” at bottom. You may
save this meeting conversation, if you click on it. Once you end the meeting, it will
appear on your desktop. It is stored permanently (until you delete it) in a Zoom folder
inside your Documents Folder.
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For the PC the Documents Folder is at the bottom of your desktop screen:

For the MAC the Documents Folder is in the Finder menu:

@ Finder File Edit View  Go Window Help

Back

B[

Forward ®]
Select Startup Disk €3¢ 1

@ Recents CRF

[ Dopuments 420

To change this default path from your Documents Folder to elsewhere on your
computer, do the following:

Click on the Zoom App:
Be sure you are at the Home Tab (in blue, at top)

Click on the tiny gear icon (upper right corner)

J
) =) O B Q search a |
Home Chat Meetings  Contacts |

10:13 AM

. Monday, December 7, 2020

Back to Meeting Join

No upcoming meetings today
Schedule Share Screen
Click on Recording (left menu)

At the top you can change the path of where your zoom items are stored: Saved
transcripts; Saved chats; Saved recordings etc.

[ Settings

Local Recording : Store my recordings at: [ /Users/Odio/Document... $ Open |

77.87 GB remaining

General

Video
Choose a location to save the recording to after the meeting ends
Audio
D Record a separate audio file for each participant
Share S
O are sereen Optimize for 3rd party video editor (%)
O Chat Q Add a timestamp to the recording (@)

Background & Filters Record video during screen sharing

D Place video next to the shared screen in the recording

@ Recording
— M Koon tamnarary racarding filae /@
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