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How to Use Closed Captioning During a Video Meeting

= Using Zoom:
o Check if Closed Captioning is Enabled in your Account:

1. Make sure that closed captioning is enabled in your account. To check,
sign in to zoom.com

2. Once signed in, click on “Settings”. This is found in the left toolbar.

Profile
Meetings
Webinars

Recordings

Account Profile

Reports

3. Then, click on “In meeting (Advanced)’

Meeting Recording Telephone

Schedule Meeting Schedule Meeting

In Meeting (Basic)

Host video
In Meeting (Advanced) . .
Start meetings with host

Email Notification
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4. Scroll down to where it shows “Closed Captioning” and see if the
button on the right appears blue.

In Meeting (Advanced)

Report participants to Zoom

Hosts can report meeting participants for inappropriate behavior to
Zoom's Trust and Safety team for review. This setting can be found on
the Security icon on the meeting controls toolbar.

Breakout room ()

Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants to breakout rooms when scheduling

Remote support O

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

Closed captioning ()

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

5. If there’s no blue button, click on O until it turns blue.

6. Then, a pop-up window will appear and click on “turn on”

Turn ON for "Closed captioning"

The following settings depend on this setting, the change might affect them.

* Save Captions
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o During a Meeting:

1. After hosting or joining a meeting (look at “How to Make a Video-Email”
guide for help), click on the icon located at the bottom tool bar.
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2. You will then have several options: You can either assign a participant
in the video call to type the dialogue during the meeting or the host can

type.

« Assign someone to type
Assign a participant to type I 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

X

3. The person broadcasting the closed caption service will have a large
chat box open where he or she can type in.

[ ) @® Closed Caption - Broadcasting
Use a 3rd party CC service

Welcome to the Closed Captioning Guide, presented by A Bigger BRIDGE

Save closed caption history

[Type in closed caption here, press Enter key to broadcast
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4. For the person broadcasting the closed caption service, it is important
to keep in mind to focus on typing KEW WORDS as opposed to word-

for-word.

5. To see how the closed caption is being broadcasted to others, you can
click on the arrow next to the closed caption icon. Then, click

on “Show Subtitle”.

Show Subtitle

View Full Transcript

Subtitle Settings...

6. In addition, you can increase the closed caption text size by clicking on

the arrow and going to “Subtitle Settings...”

Show Subtitle
View Full Transcript
Subtitle Settings...

7. Then, you can drag the scale to adjust the size of the close captioning

text.

Closed Captioning

Font Size:

Small

Large

Subtitles will look like this.

(32)
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8. After you are done, you can save the typed closed caption by clicking
on “Save closed caption history”. The file will be saved as a .txt file.

@osed captio@

in closed caption here, press Enter key to broadcast

9. To find the saved closed caption history in your desktop, you can click
on “Show in Finder”.

Closed Caption history saved Show in Finder
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