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Purpose

This job aid explains how you can use automatically generated real-time captioningin a
synchronous class, meeting, or presentation using Zoom.

Background

Adding Real-Time Captions to your synchronous classes or videos can support students’
understanding of auditory information . Captions are beneficial for many learners including
English Language Learners, students learning new terminology, viewers in a noisy environment,
and people with hearing loss and speech processing difficulties (UDL On Campus: Captions,
n.d.).

Note: Automated real-time captioning may not always be 100% accurate, so be aware of that
especially when working with content — specific vocabulary.

How To

Real-Time Captioning in Zoom

Enable Closed Captioning in Zoom
1. Signinto your Zoom Account through the Web Portal using the link from the top of Moodle.
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2. Click on Settings
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3. Click on the Meeting tab

Meeting

Schedule Meeting
In Meeting (Basic)
In Meeting (Advanced)
Email Notification

Other

Recording

Telephone
Security
Require that all meetings are secured with one security option »
Rox
Le

Waiting Room »

to admit them inc I wait of t

4. Verify that Closed Caption is enabled. Note it is under In Meeting (Advanced). If the setting is
disabled click the toggle to enable it. If a verification dialog displays, click Turn On to verify the
change. With Closed Captioning enabled, the option to enable live transcription should appear
directly below as Enable live transcription service to show transcript on the side panel in-meeting.
Check this to enable live transcription.

Security

Schedule Mesting

In Meeting (Basic)

In Meeting (Advanced)
Email Notification

Other

In Mesting (Advanced) \

Report to Zoom

Breakout room C Modified  Reset
Allow host to split meeting participants into separate, smaller rooms
Allow hast to assign participants to breakout rooms when scheduling (7
Remote support C)
Allows meeting host to provide 1:1 remote support to another participant
i 0 Modificd  Reset

captions or assign a participant/third party device to

Enable live transcription service Lo shaw lranscript on the side panel in
meeting

Starting Live Transcription in a Meeting
1. InaZoom meeting or webinar that you are hosting, click Closed Caption or Live Transcript.

2. Choose Enable Auto-Transcription.

X
Assign someone to type

Assign a participant to type I will type
Use a 3rd-party CC service

Copy the API token

Live Transcript

Enable Auto-Transcription

3. Non-hosting participants (students) can choose to see the captions or not and to change the font size
if they are viewing it (Closed Captioning and Live Transcription, n.d.).
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