Zoom:
Captioning & Recording



A Topics

e (aptioning

e Recording a Meeting

e Adding Captions to Zoom Recordings in
Blackboard




Captioning

e Live Captioning

e (Cloud Recording Settings - Audio Transcript

e Viewing and Editing the Auto Transcript
(Resource Link)


https://support.zoom.us/hc/en-us/articles/115004794983-Automatically-Transcribe-Cloud-Recordings-#viewedit
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Profile Meeting Recording Telephone
L] L]
Captionin
Schedule Meeting Schedule Meeting
Webinars

In Meeting (Basic)

L]
I I i Host video Modified Reset
a M e e t I Personal Audio Conference In Meeting (Advanced) ) ‘ ()
Start meetings with host video on

Recordings Email Notification

Sef Q Other Participants video C)

Start meetings with participant video on. Participants can
Account Profile change this during the meeting.

Enable Captioning
Settings

Reports

Audio Type

Determine how participants can join the audio portion of
the meeting. When joining audio, you can let them choose
to use their computer microphone/speaker or use a
telephone. You can also limit them to just one of those audio
types. If you have 3rd party audio enabled, you can require
that all participants follow the instructions you provide for
using non-Zoom audio.

Attend Live Training

1. Sign in to odu.zoom.us S
2- Select “SettlngS" Knowledge Base

o Telephone and Computer Audio
Telephone

Computer Audio

Join before host (:) Modified Reset

Allow participants to join the meeting before the host
arrives



http://odu.zoom.us
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Live
Captioning

a Meeting

Enable Captioning
Settings

3. Select "In Meeting
(Advanced)”

4. Turn on “Closed
captioning” and "Save
Captions” settings

*ON position - circle to
right and blue
background

200m

SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Schedule Meeting

In Meeting (Basic)
ﬁ In Meeting (Advanced)

Email Notification

Other

SCHEDULE A MEETING

In Meeting (Advanced)

Breakout room
Allow host to split meeting participants into separate,
smaller rooms

Allow host to assign participants to breakout rooms when
scheduling

®

Remote support

Allow meeting host to provide 1:1 remote support to
another participant

REQUEST A DEMO

JOIN A MEETING

«©

»

Closed captioning

Allow host to type closed captions or assign a
participant/third party device to add closed captions

Save Captions

Allow participants to save fully closed captions or transcripts

«©

«©

Far end camera control

Allow another user to take control of your camera during a
meeting

Group HD video

Activate higher quality video for host and participants. (This
silluse more bandwidth)

»
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Modified Reset

Modified Reset

Modified Reset

LOCkm




Captioning

a Meeting

Using Live
Captioning During
Meeting

Watch the Closed
Captioning video

See next slide for

Accessibility Setting
(User Interface in video differs

from ODU'’s) Zoom Live Captioning Video



http://www.youtube.com/watch?v=a06O8JmpPZA&t=18
https://youtu.be/a06O8JmpPZA?t=18
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Live
Captioning

a Meeting

Accessibility
Settings

1. Sign in to Zoom
Desktop Client
o Don't have the Desktop
Client yet? Download

Zoom Client for Meetings
2. Select the “Settings”

icon
Lo}

£ Zoom - Pro Account

Home

00

New Meeting ~ Join

Schedule Share screen ~

&= ® Q. Search @

Chat Meetings Contacts

10:06 AM

Wednesday, March 18, 2020

B3 Add a calendar



https://zoom.us/download
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) Settings X

General
Closed Caption

L i V e Video Closed Caption Font Size: [ ]
Captioning

Normal Medium Large

@ Audio
O Chat

L
a M e et I n g @ Virtual Background These are default (small) sized subtitles.

Recording

Accessibility W Meeting Controls
S etti n g S 0 Statistics ° Always show meeting controls

You can also use the Alt key to show/hide meeting controls
0 Feedback

O Keyboard Shortcuts

¥ Accessibility o

3. Select “Accessibility”
4. Change settings if
desired
o Closed Caption Font
Size
o Meeting Controls
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AU d iO Profile Meeting Recording Telephone

Meetings
] Recording
Transcript
Personal Audio Conference Local recording ()
Allow hosts and participants to record the meeting to a local file
Recordings

Hosts can give participants the permission to record locally

Cloud Recording _
Settings Web - 9

Account Profile Cloud recording 0 Modified Reset

Allow hosts to record and save the meeting / webinar in the cloud

Reports
Record active speaker with shared screen

Record gallery view with shared screen (9

Record active speaker, gallery view and shared screen separately

Attend Live Training Record an audio only file

1 . Fro m o d U = ZOO m - U S Save chat messages from the meeting / webinar

Video Tutorials

5 e I e Ct " S ettl n g S" Advanced cloud recording settings

I h d Knowlel g Sase Add a timestamp to the recording
2. Select the "Recording”
ta b @ Record thumbnails when sharing (D

Display participants' names in the recording
n . Optimize the rccurdin'l' for 3rd party video editor (9
3' TU rn On AUdIO ol Audio transcript (O
tra n SC r| pt" U n d e r Save panelist chat to tI'IC recording ()
Advanced cloud —
recording settings

Recording Layout Resource


https://support.zoom.us/hc/en-us/articles/360025561091-Recording-Layouts
http://odu.zoom.us

Recording a Meeting

Meetings can be recorded to your computer (Local) or to the cloud (Zoom website).

It's recommended to use the Cloud Recording option for multiple reasons:
@ Recording... n =

®  You can adjust cloud recording settings via the Zoom Website

e A copy is automatically uploaded to your My Media in Blackboard where it
can be viewed, edited, or published

®  You can still download a copy of the file from your Cloud Recordings on the
Zoom website

®  You can enable Automatic Transcription (useful for accessibility purposes)

As a reminder, per ODU's Recording Policies, your Zoom Cloud Recordings are automatically deleted after 30
days. Given this policy, it is best practice to turn on your Email Notification via the Zoom website (Meeting
Settings, Email Notification) for "When the cloud recording is going to be permanently deleted from trash".


https://odu.zoom.us/

Recording a Meeting

e Automatic Recording

e Recording After Meeting has Started

e Accessing/Managing your Recordings
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D

Meeting Recording Telephone

Recording a [jike

Meetings
n Recording
Meeting
Personal Audio Conference Local recording 0
Allow hosts and participants to record the meeting to a local file
. Recordings
A U t O m a t I C Hosts can give participants the permission to record locally
O
Re co rd In g Account Profile Cloud recording 0 Modified  Reset
P rt Allow hosts to record and save the meeting / webinar in the cloud
a 1 Reports

Record active speaker with shared screen
Record gallery view with shared screen (9
Record active speaker, gallery view and shared screen separately

Record an audio only file

Attend Live Training

@ Save chat messages from the meeting / webinar
Video Tutorials

1 . F ro m 0 d U . ZO 0 m . U S Advanced cloud recording settings
select “Settings” .
. Display participants' names in the recording
2 . S e I ect t h e " Re CO I"d | n g " Record thumbnails when sharing ()

ta b Optimize the recording for 3rd party video editor (7

Add a timestamp to the recording (9

Audio transcript @D
Save panelist chat to the recording (O

Automatic recording C)
Record meetings automatically as they start

1P Address Access Control L =~



http://odu.zoom.us
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Recording a
Meeting

Automatic

Recording
Part 2

3. Turn on "Automatic

recording” setting

o Select “"Record in the
cloud” radio button

o Select “"Host can
pause/stop the audio
recording in the
cloud” checkbox

o Select “Save”

SOLUTIONS ~

Z00m

Webinars
Personal Audio Conference
Recordings

Account Profile

Reports

Attend Live Training
Video Tutorials

Knowledge Base

PLANS & PRICING

CONTACT SALES

Recording

Local recording

Allow hosts and participants to record the meeting to a local file

Hosts can give participants the permission to record locally

Cloud recording
Allow hosts to record and save the meeting / webinar in the cloud
Record active speaker with shared screen
Record gallery view with shared screen (O
Record active speaker, gallery view and shared screen separately
Record an audio only file
Save chat messages from the meeting / webinar
Advanced cloud recording settings
Add a timestamp to the recording (9
Display participants' names in the recording
Record thumbnails when sharing @
Optimize the recording for 3rd party video editor (3
Audio transcript @D
Save panelist chat to the recording ()

REQUEST A DEMO

SCHEDULE A MEETING JOIN AMEETING

©

Automatic recording

Record meetings automatically as they start

Record on the local computer

© Record in the cloud

Host can pause/stop the auto recording in the cloud @

Save Cancel

1.888.799.0125 RESOURCES ~ SUPPORT

HOST A MEETING ~ SIGN OUT

Modified Reset

Modified Reset




Z00m

Recording a
Meeting

After meeting has
started

1. Select “Record” from
your meeting controls
2. Select the “Record to

Record on this Computer  Alt+R

the Cloud”
Vi e Record to the Cloud Alt+C
@. ==

Record # Breakout Rooms
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Recording a
Meeting

Access/Manage
Recordings

1. From odu.zoom.us
select "Recordings”

2. Select a “Topic” or title
of your meeting to
manage/access its files

zoom SOLUTIONS ~

Profile
Meetings
Webinars

Personal Audio Conference

IO

Settings

Account Profile

Reports

Attend Live Training
Video Tutorials

Knowledge Base

PLANS & PRICING

©

Cloud Recordings

CONTACT SALES

Local Recordings

SCHEDULE A MEETING

Cloud recordings will be deleted automatically after they have been stored for 30 days.

From| mm/dd/yyyy

De

Search by ID v|| Q

lete Selected Delete All

E§ To  03/18/2020

| Al Status

v

REQUEST A DEMO 1.888.799.0125

JOIN AMEETING

RESOURCES ~ SUPPORT

HOST A MEETING ~

SIGN OUT

Settings

Trash (3)

(=] Topic [»] Start Time File Size Auto Delete In
[  Kristin White's Personal Meeting Room 757-683-6109 Mar 10,2020 01:11 1 File (14 MB) 23 days Share...
PM
More ~
@ ITS1013/17/2020 757-683-6109 Mar 10, 2020 01:09 2 Files (3 MB) 23 days Share...
PM
More v
[  Kristin White's Personal Meeting Room 757-683-6109 Mar 10, 2020 11:44 2 Files (6 MB) 23 days Share...
AM
More v
@ Kristin White's Personal Meeting Room 757-683-6109 Mar 10, 2020 11:41 3 Files (4 MB) 23 days Share...
AM
More v

Kristio White's Perconal Meoeting Room

Z57:683:6100

Mar3.202003.30 PM_3 Files (1 MB)

16davs

b



http://odu.zoom.us

Adding Captions to
Zoom Recordings in
Blackboard

e Download Transcript
e (ConvertVTT to SRT File
e Adding SRT to Video in Blackboard
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ZOOI ' l SOLUTIONS ~  PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOSTAMEETING ~ SIGN OUT
Profile Cloud Recordings Local Recordings Settings
Meetings

Cloud recordings will be deleted automatically after they have been stored for 30 days.
Webinars

D OW n I O a d Personal Audio Conference From| 09/03/2019 |5 To| 10/04/2019 | | Alistatus v

Settings Search by ID v Export

Account Profile

Transcript

Delete Selected Delete All Trash (2)
Reports
(=] Topic 1D Start Time File Size Auto
Delete In
™ Kristin White's Personal Meeting 757-683-6109 Oct 2, 2019 3 Files (89 29days | ghare..
Room 02:44 PM MB)
Attend Live Training More ~
1. From odu.zoom.us Video Tutorials O Kristin White's Personal Meeting ~ 757-683-6109 Oct2,2019 3 Files(71  28days | spare..
A\ H " Room 10:58 AM MB)
select "Recordings Knowledge Base Morc~
A\
2 . Fro m C | o U d = Jennings - COMM200S Group Test 757-683-6109 Sep 4, 2019 3 Files (5 MB) 1 day Share...
H " Availability 01:59 PM
Recordings” select the Wore
TO p I C/N a m e Of th e [J  Kristin White's Personal Meeting 757-683-6109 Sep 3, 2019 3 Files (4 MB) 1 day Share...

Room 01:33 PM

Recording More
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Profile : s 5 5 3
My Recordings Kristin White's Personal Meeting Room
Meetings T . 2
< Kristin White's Personal Meeting Room » 4 Share
Webinars Oct 2, 2019 02:44 PM Eastern Time (US and Canada) 1D: 757-683-6109

This recording will be deleted automatically in 29 days.

D O W n I O a d Personal Audio Conference

L]
3files 89 MB
Settings
& Download (3 files) @ Copy shareable link | |
Account Profile
: Shared screen with speaker view 76 MB
Reports
Audio only 12 MB
Audio transcript 2 W 15 KB

Attend Live Training

3. Select "Download” icon Video Tutorials
next tO “AUdIO Knowledge Base
transcript”




m]’oolslick Home Finance Math Text Conversion ~ Generation Programming All Tools Contact vk Lkees
# Home / Tools / > / S Subtitle / VTT to SRT Converter

© VTT to SRT Converter ==

[© 200 14,2618 | @ 0 Commens L8 8 8 4 4

VTT to SRT converter is an online tool used to convert subtitles in the Web Video Text Tracks Format (WebVTT) file format to SRT subtitles. You can select the starting subtitle
counter for each of the sequentially generated subtitles.

VTT is a new subtitle format that is quite similar to SRT but with some advanced capabilities such as text styling, positioning and karaoke effects. Because SRT does not support
these features, these are stripped from the output.

P X

C O n Ve rt VTT P IE Subtmgnvener SE PHO;;

- Input: Paste VTT lyric below R s
Convert subities between SRT, LRC, SUB, SSA, ¢
O I e - TTML, STL, VIT and more formats g

Oo=a/=a 000000

Settings ?

Navigate to =
ToolSlick Converter P < wind

e @ Background Information

1. Select “Upload” (use VTT file WebVTT i st e fomat s by

HTMLS compliant browsers to render timed

from Downloads folder) Biput: Converte ST text It s part of the W3C standard.
\\ 1/} SRT is a lyrics file format generated by the
2. Select “Convert S i Ui of s ok pecacid
. by a range of time (start to end) during which
3. Select Download icon to th i ine appears onthe song

obtain SRT file (saved to

Downloads folder
) == ©0000@



https://toolslick.com/conversion/subtitle/vtt-to-srt
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fill nstitution page Old Dominion University

KRISTIN WHITE

New to Blackboard Ultra Interface?

Activity Stream

Adding SRT to
Video in

Step 1: Go to your courses page:

Courses Click Here or open the Courses page from the left menu.

&

Organizations

@ Institution Page

Blackboard

Calendar
Test Instructor1

Messages N o
&Y Activity Stream

Grades

Welcome to Ultra

1. Select “Tools” from

Intro to Blackboard Ultra (VIDEO) Faculty Help and Tips - Cq
Blackboard Menu
Ultra Preview (VIDEO) Faculty Help and Tips - EX
Instant Browser Checker Faculty Help and Tips - Ad
General Blackboard Information Faculty Help and Tips - Hg

Faculty Help and Tips - Adding TAs

Center for Learning and Teaching
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Adding SRT to
Video in

Blackboard

2. Select "My-Media”
on Blackboard Tools

page

Blackboard

m Institution Page
£ KRISTIN WHITE

E@} Activity Stream

Courses
& Organizations
gzg| Calendar
><] Messages
?; Grades

ARy

2 Tools

£ Admin

‘\' Sign Out

Tools

Blackboard Tools

e

Content Collection

1,
® -

Il’

My-Media

(2]
DDD

Portfolios

Goals
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Adding
Captions

Locate Zoom
Recordingin
Blackboard

3. Locate Zoom
Recording

4. Select “Pencil” icon
next to video

X

My Media
Q

Filters >

LTI Launch

Q
&

="—

Sort By: Creation Date - Descending v

Kristin White's Personal Meeting
Room

Adayago ® O

Test Room




Zoom

Kristin White's Perso...
[ private |

Adding SRT to
Video in

Blackboard

@ Launch Editor

5. Select "Captions” tab

Details Options Collaboration Thumbnails Downloads " Captions Attachments

Timeline Replace Media

[ kr”st[rw White's Personal Meeting Room

Black v Bold Italic Underline

{11}
iii
lil
]
P

Y
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Adding SRT to
Video in

Blackboard

6. Select "Upload
captions file” button

LTI Launch

Details Options

Collaboration

Timeline Replace Media

No Captions have been added to media

Thumbnails

Downloads

Kristin White's Perso...
| private |

@ Launch Editor

aptions

N

Attachments

~ Upload captions file




Upload a captions file

selecta e

Language

Adding SRT to S—
Video in Label _Ciineasl; :

Corsican

Danish ‘

Dutch [Cancel
| English ‘

English (American)

English (British)

Esperanto

Estonian

Faeroese

Farsi

Fiji

7. Select “"Browse” and Fnnish
select SRT file for video i

Gaelic (Manx)

(Downloads folder) Gaelic (Scottish)
8. Select Language -

“English (American)”
9. Select “Save”



