How to Activate Closed Captioning in Zoom
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EESONAL Meeting Recording Telephone
Profile
Meetings Security
Webinars Require that all meetings are secured with one security option
- Require that all meetings are secured with one of the follow
Recordings

security options: a passcode, Wal Room, or "Only authenticated

users can join meetings". If no security option is enabled, Zoom will
secure all meetings with Waiting Room. Learn more )

o Per new security guidelines, you cannot change this setting. X
ADMIN Please contact your account admin for more information.
> User Management

> Room Management Waiting Room o Modified Reset
When participants join a meeting, place them in a waiting room and

> Account Management require the host to admit them individually. Enabling the waiting room
automatically disables the setting for allowing participants to join

> Advanced before host

Waiting Room Options

The options you select here apply to meetings hosted by users who

turnad "\Whiting Baam' ar

Step #1 — Login to your Zoom account. Click on “Settings”.
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All participant profile pictures will be hidden and only the names of
will not

participants will be displayed on the video screen. Participant

be able to update their profile pictures in the meeti

In Meeting (Advanced)

Report to Zoom o

Allow users to report meeting participants for inappropriate behavior
to Zoom's Trust and Safety team for review. This setting can be found

on the meeting information panel. @)

Breakout room O Modified Reset

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
part

pant

Step #2 — Scroll down until you reach “In Meeting (Advanced)';t
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Remote support

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

Closed captioning Modified Reset
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.
Both users (the one requesting control and the one giving control)
must have this option turned on.

Group HD video () o

Activate higher quality video for host and participants. (This will use v

Step #3 — Scroll down to “Closed Captioning: Allow host to type closed captions or assign a
participant/third party device to add closed captions.”. The toggle switch is in the off position.

Turn ON for "Closed captioning"

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

« Save Captions

Step #4 — Click on the toggle to switch it to the ON position. It will turn blue. As soon as you do this, a
message will pop up letting you know that if you change this setting it will affect other settings,
specifically the “Save Captions” setting (This allows participants to save the closed captions or
transcripts). This is okay. Click “Turn On.”
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Remote support C)

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

participant

Closed captioning o Modified Reset
Allow host to type closed captions or assign a participant/third party

device to add closed captions

Enable live transcription service to show transcript on the side
panel in-meeting
Cancc'

Save Captions o Modified Reset

Allow participants to save fully closed captions or transcripts

Far end camera control C) o

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

Step #5 — You will see that the following option has now become available, “Enable live transcription
service to show transcript on the side panel in-meeting”. Click on the box next to this option to select it.
The live transcript service is now active.



Assign someone to type

Use a 3rd-party CC service

Live Transcript

Enable Auto-Transcription

« - .0 ® @ e o H ®

Record  Live Transcript

Step #6 — When you start your meeting as host, you will see a “CC — Live Transcript” button on the menu
at the bottom of your meeting window. If you click on this, options will pop up for assigning someone to
type captions, using a 3™ party CC option, or “Live Transcript” with a button to “Enable Auto-
Transcription. Click on this button.



Assign someone to type

Assign a partici

Use a 3rd-party CC service

Live Transeript

Disable Auto-Transcription

Live transcript is now active.

© Zoom Meeting - o X

Hello, and welcome to x y z PTA.

An example of how the live transcript will appear on screen.



© Zoom Meeting
Transcript

Search transcript

Hello, and welcome to xyz PTA.

General Hello, and welcome to xyPTA

Closed Caption

Video Closed Caption Font Size;

Normal Medium
Hello, and welcome to xYZPTA.
Audio

Share Screen
Background & iers These are large sized subtitles.
Recording
. Smwks Chat Display Size (Ctrl+/-)
© reedvack L I
©) Keyboard shortauts Screen Reader Alerts

T Accessibility Description Enable

IM Chat Received
Participant Has Joined/Left Meeting (Host Only)
Participant Has Joined/Left Waiting Room (Host Only)

Audio Muted by Host

! ~ i - i' A [ ] A B Save Transcript

Pa Chat Live Transcript ¢

Additional Information: You will see a small up arrow on the “CC — Live Transcript” button. If you click
this arrow, you will see options to “Hide Subtitle”, “View Full Transcript” which will bring up the entire
transcript on a side bar (you can also close it once it is open from the same up arrow menu), as well as
being able to change “Subtitle Settings” (make them larger or smaller, etc.).

Note for Participants: These three options (Hide Subtitle, View Full Transcript, and Subtitle Settings) are
available to all participants. It is recommended to review this option at the beginning of Zoom calls to
make sure participants are aware and know how to use this new feature.



