
Closed Captioning
● General Information on Closed Captioning & 

Live Transcription
● Live Captioning
● How to Edit Kaltura/My-Media Closed Captions
● Enable Audio Transcript Setting
● Viewing and Editing the Zoom Audio Transcript 

(Zoom Help)
● HappyScribe (Closed Caption (.srt or .vtt) to Transcript 

Converter Tool not supported by ODU)
● Adding External Zoom Captions to Kaltura/My-Media

The Home icon will bring you to the Full Zoom Slide Deck.

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://support.zoom.us/hc/en-us/articles/115004794983-Automatically-Transcribe-Cloud-Recordings-#viewedit
https://www.happyscribe.co/subtitle-tools/subtitle-converter


Closed 
Captioning  & 
Live 
Transcription
General Information

Closed Captions are required to meet 508 Compliance 
(Accessibility standards)

● Both Zoom and Kaltura/My-Media require human editing is as 
automatic machine-generated audio transcripts/captions are not 
sufficient to meet accessibility standards

● Closed Captioning or Live Transcription available and should 
be enabled

● When publishing or sharing recordings:

○ Within Blackboard: use Kaltura/My-Media Closed Captioning

○ Outside of Blackboard: enable Audio Transcript setting
■ Backup may be used for recordings in Blackboard too
■ Settings > Recording Tab > Advanced Cloud Recording

Enabling and Managing Closed Captioning & Live Transcription (Zoom Help)

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://www.w3.org/WAI/media/av/captions/#checklist
https://www.w3.org/WAI/media/av/captions/#automatic-captions-are-not-sufficient
https://www.w3.org/WAI/media/av/captions/#automatic-captions-are-not-sufficient
https://support.zoom.us/hc/en-us/articles/4403492514829-Viewing-closed-captioning-and-live-transcription#h_01EJW2XGTA3QNDGQBV81PQ07NY
https://support.zoom.us/hc/en-us/articles/115004794983-Using-audio-transcription-for-cloud-recordings-#enable
https://support.zoom.us/hc/en-us/articles/207279736-Using-closed-captioning#h_a5d8ae2e-1fc0-425a-9e87-0c612e062fde


Closed 
Captioning  & 
Live 
Transcription
Enable Captioning 
Settings 1 of 2

1. Sign in to
ODU Zoom Website

2. Select “Settings”

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
http://odu.zoom.us


Closed 
Captioning  & 
Live 
Transcription
Enable Captioning 
Settings 2 of 2

3. Select “In Meeting 
(Advanced)”

4. Select toggle next to 
“Closed captioning” and 
“Save Captions” settings 
turn ON

a. Select the three 
checkboxes under 
Closed Captioning

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Closed 
Captioning  & 
Live 
Transcription
View During 
Meeting

Return to Closed 
Captioning Topic

Once Closed Captions or Live Transcription is 
enabled in your settings, the button will appear 
in the Meeting Control Bar.

● Select “Live Transcript”
○ Select “Show Subtitle” to view closed 

captioning
○ Select “View Full Transcript” to 

display transcript on right of meeting 
window

Viewing Closed Captioning and Live Transcription 
(Zoom Help)

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://support.zoom.us/hc/en-us/articles/4403492514829-Viewing-closed-captioning-and-live-transcription


Closed 
Captioning  & 
Live 
Transcription
Participant Request

Return to Closed 
Captioning Topic

If a participant request to enable Live Transcription, you will 
receive a pop-up with the request.

Participant Requests to Enable Live Transcription (Zoom Help)

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://support.zoom.us/hc/en-us/articles/207279736-Using-closed-captioning#h_01F8R65QQ45VZ01BS9ZYAYKE1X


Live 
Captioning  
a Meeting
Locating 
Accessibility 
Settings

1. Sign in to Zoom 
Desktop Client
a. Don’t have the 

Desktop Client yet? 
Download Zoom 
Client for Meetings

2. Select the “Settings” 
gear icon

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://zoom.us/download
https://zoom.us/download


Live 
Captioning  
a Meeting
Accessibility 
Settings

3. Select “Accessibility”
4. Change settings if 

desired
○ Closed Caption Font Size

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


How to Edit 
Kaltura/ 
My-Media 
Closed 
Captions 

● Machine-generated captions should be automatically 
ordered for your Zoom Cloud recordings that push 
into Kaltura/My-Media
○ Note: Any videos produced/added to Kaltura/My-Media prior 

to 5/16/2020 will require you to reorder captions for this 
functionality to be available
■ Requesting Closed Captions for Older Videos in Kaltura 

(Google Doc)

● Step-by-Step Instructions for Editing Captions in 
Kaltura using the Closed Captions Editor (Google Doc)

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://docs.google.com/document/d/1hL4CQZDhT0cl2BuIDGp7-3rVuBtaM117Dj5bHuq3wBU/edit?usp=sharing
https://docs.google.com/document/d/1SSW_1MGqqARGSFBWHhus0dJd2Na8ZcfE2KlOHZqr7c0/edit?usp=sharing
https://docs.google.com/document/d/1SSW_1MGqqARGSFBWHhus0dJd2Na8ZcfE2KlOHZqr7c0/edit?usp=sharing


How to Edit 
Kaltura/ 
My-Media 
Closed 
Captions 
Video 

Kaltura Closed Captioning (CLT YouTube)

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
http://www.youtube.com/watch?v=k5qA1RL3q4E
https://youtu.be/k5qA1RL3q4E


Enable 
Audio 
Transcript
Audio Transcript 
Settings Web

1. From ODU Zoom 
Website select “Settings”

2. Select the “Recording” 
tab

3. Turn on “Audio 
transcript” under 
Advanced cloud 
recording settings

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
http://odu.zoom.us
http://odu.zoom.us


Access 
Zoom Audio 
Transcript

Select “Topic” of the 
meeting you want to 
access the audio 
transcript from

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Download 
Zoom Audio 
Transcript

Select the down arrow 
icon to the right of 
“Audio transcript” to 
download the transcript

➔ .vtt file - requires 
conversion for 
Kaltura

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Converting 
.vtt to .srt 
File for 
Blackboard

Navigate to HappyScribe (free 
tool not supported by ODU)

1. Select “Select File” (use VTT file 
from Downloads folder)

2. Choose which .srt file format
3. Select “Convert Subtitles”
4. Automatically downloads 

(saved to Downloads folder) Note: HappyScribe can also be used to convert subtitle files to a Word transcript

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing
https://www.happyscribe.co/subtitle-tools/subtitle-converter


Adding 
External Zoom 
Captions
Locate Zoom 
Recording in 
Kaltura/My-Media

After you locate your 
recording in Kaltura/My 
Media:

1. Select the pencil icon to 
the right of your 
recording to edit

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Adding 
External 
Zoom 
Captions
Select Captions Tab

2. Select the “Captions” tab 
below the video

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Adding 
External 
Zoom 
Captions
Select Upload 
Captions File Button

3. Select the “Upload 
captions file” button

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing


Adding 
External 
Zoom 
Captions
Upload SRT Captions 
File

4. Select Browse and 
select SRT file for video 
(Downloads folder)

5. Select Language: 
English (American) 
unless teaching foreign 
language

6. Select Save

Return to Closed 
Captioning Topic

https://docs.google.com/presentation/d/1YOL1Em-4wjmQ80XdKgZFE1YJwdTYYBn0cuSG8aOZJfU/edit?usp=sharing

